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Introduction 


This manual and its design exemplify the desire of NTS to create publications which 
are useful and relate specifically to the use of productivity software in a classroom 
setting. This book is basically divided into three units; an introduction to the hardware 
and instruction on its use; instruction on each of the applications and its practical use in 
a classroom setting; and a technical appendix which simplifies processes for those 
learning about technology. 


The introduction to the hardware contains photographs with equipment features la- 
belled and described. This section includes a part on how to get started, a full descrip- 
tion of the Control Panel for settings and a description of the use of the TrackPad and desk- 
top. 


The applications section covers the use of Pocket Word, Pocket Excel, Pocket Access, 
Pocket Outlook, PowerPoint Outline Converter, and Pocket Paint. Each of these units 
describes in a tutorial fashion, with appropriate projects, the use of the application in a 
classroom setting. Teachers will find interesting the sidebars in this section which 


offer advice and information on the use of the software as it applies to students in the 
classroom. 


The appendix consists of a series of one or two page instruction sheets which describe 
and simplify a number of technical processes (e.g; copying files from one directory to 
another, connecting to a network, etc.). These sheets are designed to be copied and 
made into posters for the classroom. 


NTS is committed to creating manuals which are easy to use and designed in a useful 
manner. We appreciate any comments regarding our publications. You may contact us 


through our website (nts.dreamwriter.com) or through the contact information listed on 
the back of this page. 
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Customer Support Information 


NTS Computer Systems Ltd. — =\ 
11491 Kingston Street 
Maple Ridge, BC Canada V2X 0Y6 


Toll Free: 1-800-663-7163 (Monday - Friday 7:00 a.m. - 5:00 p.m. PST) 
Telephone: (604) 465-1040 (Monday - Friday 7:00 a.m. - 5:00 p.m. PST) 
Fax: (604) 465-3323 

E-Mail: nts@nts.dreamwriter.com 

Web Site: _http://nts.dreamwriter.com 


NTS Computer Systems (Ireland) Ltd. 
Shannon Free Zone 
Shannon, Co. Clare, Ireland 


Toll Free: — 1-800-245-400 
Telephone: +353-(0)61-364-333 
Fax: +353-(0)61-364-352 


NTS Computer Systems (UK) Ltd. 

Unit F11, Business and Innovation Centre 
Aston Science Park, Love Lane 
Birmingham, B7 4BJ, UK 


Toll Free: 0-800-7311-521 
Telephone: +44-121-687-8767 
Fax: +44-121-687-8763 


© 1999 NTS Computer Systems Ltd. 


ISBN: 1-55301-008-6 


Printed in Canada. 


® DreamWriter, Rol-A-Lab, DreamLink, the DreamWriter logo, the Rol-A-Lab logo and the NTS logo are trademarks of NTS Computer Systems 
Ld registered in the US and other countries. 
Mention of third-party products is for informational purposes only and constitutes neither endorsement nor a recommendation. All other trademarks 
are the property of their respective companies. 
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Note: The Industry Canada label identifies certified equipment. This certification means that the equipment meets certain telecommu- 
nications network protective, operational and safety requirements. The Department does not guarantee the equipment will operate to 
the user's satisfaction. 

Before installing this equipment, users should ensure that it is permissible to be connected to the facilities of the local telecommuni- 
cations company. The equipment must also be installed using an acceptable method of connection. In some cases, the company’s 
inside wiring associated with a single line individual service must be extended by means of a certified connector assembly (telephone 
extension cord). The customer should be aware that compliance with the above conditions may not prevent degradation of service in 


some situations. 
Repairs to certified equipment should be made by an authorized Canadian maintenance facility designated by the supplier. Any 
repairs or alterations made by the user to this equipment, or equipment malfunctions, may give the telecommunications company 
cause to request the user to disconnect the equipment. 


Users should ensure for their own protection that the electrical ground connections of the power utility, telephone lines and internal 
metallic water pipe system, if present, are connected together. This precaution may be particularly important in rural areas. 


Caution: 
Users should not attempt to make such connections themselves, but should contact the appropriate electric inspection authority, or 


electrician, as appropriate. 


FCC APPROVALS LABEL 


This unit complies with 
part 68 of the FCC rules. 

FCC ID # 6FCIRL-33260-MD-E 

REN:1.6 

‘This equipment is designed to be connected to the telephone network or premises wiring using a compatible modular jack which is 
Part 68 compliant. 

‘The REN (Ringer Equivalence Number) is used to determine the quantity of devices which may be connected to the telephone line. 
Excessive RENs on the telephone line may result in the devices not ringing in response to an incoming call. In most, but not all areas, 


the sum of RENS should not exceed five (5.0). 
To be certain of the number of devices that may be connected to a line, as determined by the total RENs, contact the local telephone 


‘company. 
The telephone company may make changes in it’s facilities, equipment, operations or procedures that could affect the operation of 
the equipment. If this happens the telephone company will provide advance notice in order for you to make necessary modifications 
to maintain uninterrupted service. 

If trouble is experienced with this equipment, for repair or warranty information, please contact the relevant customer service 
number. If the equipment is causing harm to the telephone network, the telephone company may request that you disconnect the 
‘equipment until the problem is resolved. 

‘The equipment cannot be used on public coin phone service provided by the telephone company. Connection to party line service is 
subject to state tariffs. (Contact the state public utility commission, public service commission or corporation commission for 
information.) 


TBR21: EUROPE 
‘The equipment has been approved in accordance with Council Decision 98/482/EC for pan-European single terminal connection to 


the public switched telephone network (PSTN). However, due to differences between the individual PSTNs provided in different 
countries, the approval does not, of itself, give an unconditional assurance of successful operation on every PSTN network termina- 
tion point. In the event of problems, you should contact your equipment supplier in the first instance. 

NETWORK COMPATIBILITY DECLARATION 

‘The DreamWriter® LT. is designed to work with the public switched telephone networks of the countries of the European Economic 


Area. 
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ANNEX A 
DECLARATION OF CONFORMITY TO TYPE 


We NTS Computer Systems (Ireland) Ltd. 
Shannon Free Zone, Co. Clare, Ireland 


declare under our sole responsibility that the product 
Laptop Computer, DreamWriter® 1.T., C600 

to which this declaration relates is in conformity with: 

(@) the type as described in EC Type-Examination Certificate Number: T-0199 

and 

(b) the following Common Technical Regulations and/or normative documents: 
CISPR22: 1993+A1 / EN5S022: 1994+A1: 1995+A2: 1997 Class A 
EN50082-2, EN61000-4-2, EN61000-4-3, EN61000-4-4 


TEC 60950: 1991+A1: 1992+A2: 1993+A3: 1995+A4: 1996 
‘TBR 21: January 1998. 


Following the provisions of 73\23\EEC and Directives 89/336/EEC, 93\68\EEC+ 98/13/EC. 


FCC PART 15 


Note: This equipment has been tested and found to comply with the limits for a class A digital device, pursuant to Part 15 of the FCC 
Rules. These limits are designed to provide reasonable protection against harmful interference when the equipment is operated in a 
commercial environment. This equipment generates, uses, and can radiate radio frequency energy and, if not installed and used in 
accordance with the instruction manual, may cause harmful interference to radio communications. Operation of this equipment in a 
residential area is likely to cause harmful interference in which case the user will be required to correct the interference at his/her own 
expense. 


‘This Class [A] digital apparatus meets all requirements of the Canadian Interference-Causing Equipment Regulations, 
Cet appareil numérique de la classe [A] respecte toutes les exigences du réglement sur le matériel brouilleur du Canada, 


Note: Equipment changes or modifications not expressly approved by the party responsible for compliance could void the user's 
authority to operate the equipment. 


CE 


To comply with CE and FCC part 15 rules and regulations, when connecting to the external microphone or headphones connectors on 
the DreamWriter® I.T., clamp on ferrite’s must be connected to the cables as detailed below. Note the clamp on ferrite’s are available 
from NTS. 


NTS part number 53-00023-01, (rectangular ferrite) must be clamped onto the cable of any microphone which maybe attached to the 


DreamWriter® LT. It must be placed close to the microphone jack plug, with the microphone cable looped through the clamp three 
times before snapping it shut. 


NTS part number 53-00022-01, (cylindrical ferrite) must be clamped onto the cable of any headphones or speakers which maybe 
attached to the Dream Writer® I.T. It must be placed close to headphones or speaker jack plug, with the cable looped through the 
clamp once before snapping it shut, 


Note: 


In order to reduce the possibility of fast transients interfering with signal transmission through any of the cables that may be attached 
to the DreamWriter® I.T., a maximum cable length of 3 meters should not be exceeded for any attached cable. 
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Warning: 


This is a class A product. In a domestic environment this product may cause radio interference in which case the user may be required 


to take adequate measures, 


Note: 
Use this equipment only with a limited power source as defined by IEC 950/EN 60950 + Amendments 1, 2, 3 and 4. Use with any 


other power supply will invalidate this equipments safety approval. Use a power supply only with output ratings: 12Vde SELV, 2.5A, 


NEC Class 2. 


Use this equipment only with a limited power battery pack as defined by IEC 950/EN 60950 + Amendments 1, 2,3 and 4. Use with 


any other battery pack will invalidate this equipments safety approval. 


NTS WARRANTY 
NTS Compitter systems Ltd. offers a limited one year warranty on the DreamWriter® I.T. for one year from date of purchase, NTS 
will repair or replace, free of charge, if proven defective in materials or workmanship by manufacturer. Replacement parts do not 
include damage caused by accident, neglect or misuse. The warranty does not cover DreamWriters® I.T. damaged by using an AC 
adapter not supplied by NTS. Batteries are not covered by warranty. 

The warranty ceases when you sell, rent, or otherwise dispose of either the DreamWriter® I.T. or Rol-A-Lab® in the warranty 
period. The product must be delivered or shipped freight prepaid to NTS or authorized distributor for all warranty service. Please 
contact NTS or distributor to inquire if your product is still under warranty and to receive a Return Merchandise Authorization 
number (R.M.A). All returns require an R.M.A number. 


‘TRADEMARK RECOGNITION 

®DreamWriter, Rol-A-Lab, the DreamWriter Logo, DreamWriter I. 
Computer Systems Ltd. registered in the US and other countries. For further information, contact NTS Customer Service. 

Product and company names mentioned herein may be trademarks or registered trademarks of their respective owners. Microsoft, 
MS, MSN, PowerPoint, ActiveX, ActiveSync, Outlook, InkWriter Windows, Windows NT, Visual Basic, Visual C+, and the 
Windows logo are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. 
Microsoft products are licensed to OEM’s by Microsoft Licensing, Inc., a wholly owned subsidiary of Microsoft Corporation. 


Rules for Safe Operating 

* Use only the NTS AC adapter and batteries provided with the DreamWriter, Other adapters can cause severe 
damage to the DreamWriter. 

Make sure you are using the proper voltage/frequency as stated on the AC adapter. 

© Never insert a metal object such as a screwdriver, paper clip, nail file, etc. into the DreamWriter. This could cause 
damage to the machine and/or cause electrical shock, 

© Never tum off the power or remove the card memory during the store memory operations. 
It is recommended to power off the DreamWriter before connecting to another device i.e. printer or PC. 
This is a highly sophisticated mechanism. Never attempt to repair it yourself. If repair becomes necessary, please 
call the relevant NTS Customer Support Number. 


General Maintenance 


© Keep the DreamWriter® dry, if it does get wet, wipe it dry immediately. Liquids can contain minerals that can corrode 


the electronic circuits. 


¢ Handle the DreamWriter® gently and carefully. Dropping the DreamWriter® may cause damage to circuit boards and 


casing and can cause the product to work improperly. 


of electronic devices and distort or melt plastic parts. 
Keep the DreamWriter® away from dust and dirt, which may cause premature wear of parts. 
Wipe the unit with a cloth occasionally to keep it looking new. Do not use harsh chemicals, cleaning solvents, or 


strong detergents to clean the DreamWriter. 
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the Rol-A-Lab logo and the NTS logo are trademarks of NTS 


Use and store the DreamWriter® only in normal temperature environments. Extreme temperatures can shorten the life 


\\ 


aa 


\ 


hi erry 


NNN NON NG 


erer SHOOK NONNKKA ANNAN ANA KAMAN 


YAY Ay AV ay pay ay ay eyayQay 


ee 


\ 


idaidas 


RhELD 


LUCTEBELEL 


q 


44a aaa ead 
die 


ERED RT Ta a aie 


{ 


\ 


dddddé 


sda 


UE 


Ida 


Ju 


jdJGIUdvE 


2 
> 


Front View Of DreamWriter® IT. 


Display Latch 
aa LCD Screen 


LCD Screen: The DreamWriter® Speaker 
screen has a liquid crystal display 
(LCD) which provides clear, sharp —_Internal Microphone 
images, 640x480, 256 color with 
CCFL Backlight. 


Display Latch: Release the display 
latch by pulling forward lightly to 
open the display, 


Power Button 


Speakers: The two speakers allow 
you to hear system sounds, alarms 


and recordings. Touchpad 


Indicator Panel 
Indicator Panel: The indicator 
panel lights show the current state of 
your Dream Writer. 

Power Button: This button allows you to power your DreamWriter® on/off and also reset your DreamWriter. 
Internal Microphone: The internal microphone allows you to make audio recordings. 


Keyboard: Full sized 64-key keyboard, 


Touchpad: Integral Touchpad, with integrated left and right button functionality. 


Internal Microphone Power Button Indicator Panel 


> Arrow Keys 


Dark Grey keys are 


Light Grey keys are 
the Function keys 


the Character keys 


Touchpad 
NTS Computer Systems Ltd. ©1999 9 


Indicator Panel Icons 
O ¥ HA Al fr & 
Power On External Battery Caps Function Alert 
Power Charging Lock Lock 
Supply 
Power On: This ow/off light glows when the Caps Lock: This light glows when the Caps Lock is 
DreamWriter® is on (operating). activated on the keyboard (an icon will also appear 


in the Taskbar Status Area on screen), 
External Power Supply: This light glows when the 


DreamWriter® is connected to an external power Function Lock: Reserved for application specific 
source (when an AC adapter is connected). functions. 


Battery Charging: This light will glow when fast Alert: This light glows when appointments or 


charge is in progress and the light will flash when reminders are due, 

trickle charge is in progress. 

Side View Of Bottom View of 
DreamWriter® I.T. DreamWriter® I.T, 


Floppy Disk Drive: The DreamWriter® is equipped Battery Compartment Battery Compartment 
with a floppy disk drive capable of storing files usinga@ Cover Tabs 
standard 3.5" 1.44MB DOS formatted diskette. 


Floppy Disk Drive 
Eject Button Memory Module Memory Module Compartment 
PCMCIA Siot Ejest Compartment Cover Screws 
Buttons Cover 
PCMCIA Slot: Two stacked PC Card 
slots, which let you insert up to two Type | 
or Type Il, or one Type Ill PCMCIA 
compatible PC Card. 
10 NTS Computer Systems Ltd, ©1999 
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Back View Of DreamWriter® I.T. 


Adds 


V) 


VGA Port Serial Port Modem Connector 


Ethernet Recharge 
Parallel Port Connector 


Y 


Terminals 


Stereo Output Audio Input DC Power with 
AC adapter 


Back Panel Icons 


[) co Toror a) ne <)) Al "G+ 


as Parallel VGA Ethernet — Serial PS/2 Modem _Stereo Audio Dc 
=f Port Port Connector Port Port Connector Output Input — Power 
= Parallel Port: A connection to a parallel printer. Modem Connector: RJ11 Modem phone line 

= connection, 

~ VGA Port: External port to connect a VGA monitor. 

= Stereo Output: Stereo output jack for audio play- 
a Ethernet Connector: RJ45 10BaseT Ethernet back through headphones or external speakers, 

on network connector 

4 Audio Input: Audio input jack to connect a micro- 
2 Serial Port: A connection to a PC or most serial phone to make audio recordings, 

“ printers. 


DC Power: Connector that provides external power 
PS/2 Port: Port to connect external PS/2 Mouse. to your unit. 


Uabavab bababas air 


NTS Computer Systems Ltd. ©1999 1 


Connecting Your DreamWriter®to a Power Source 


1) Connect the AC adapter to the DC power jack on the back of the DreamWriter® . 
2) Connect the power cord to the AC adapter. 

3) Connect the other end of the power cord to a live AC outlet. 

4) The Power On LED on the system indicator panel glows green. 


Note: The DreamWriter® will operate on external power or battery power. 


Charging the Battery Pack 


The battery pack can be charged using two methods: 


Using the Power Adapter: 


The battery pack can be charged by plugging the power adapter into the DC power jack on the back 
of your DreamWriter®. 


The LED’s on the front of the DreamWriter® will indicate charge status when illuminated. The 
‘External Power’ LED will light up when the adapter is connected correctly. The ‘Battery Charge’ 
LED will light up shortly afterwards to indicate that a fast-charge is in progress. 


After fast-charge has completed, the ‘Battery Charge LED’ will blink to indicate trickle-charging. 
The LED light will go out when the adapter has been removed. 


Using a Rol-A-Lab®: 


12 


The battery pack can be charged by inserting the DreamWriter® LT. into a Rol-A- Lab®. The LED 
on the front of the Rol-A-Lab® will light up when the unit makes contact with the battery recharge 
terminals. Make sure the cover of the DreamWriter® is closed and the unit is powered off before 


insertion. 
The LED, when lit, indicates that the batteries are in fast-charge mode (the fast-charge will last 4 
hours for an empty battery). 


‘When the fast-charge has completed, the LED will tum off and the unit will go into a trickle-charge. 
The DreamWriter® can stay in trickle-charge mode indefinitely. 


Caution: To avoid damage which can shorten the life of the batteries: 


Do not use the charging system in temperatures less than 0°C or greater than 40°C. Do not use any 
battery that shows signs of rust, corrosion, or fluid leakage. 


If storing for several months, the main batteries should be removed. The data on the computer will be 
lost so back it up to a PC beforehand. If storing longer than one year, batteries should be recharged 


yearly. 
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Opening the DreamWriter® I.T. and Powering On 


1) Release the latch on the front of the DreamWriter® by pulling forward lightly. Raise the cover until 
the LCD screen is at a comfortable viewing angle. 


2) Push the power switch located just below the LCD screen near the center of your DreamWriter®. 
3) The first time you power on your DreamWriter, the screen contrast may need adjustment. 


Adjusting Contrast and Brightness Settings using the Keyboard 
Hold down the[“ ] and press EJ repleatedly to adjust contrast down. 
Hold down the J and press”) repeatedly to adjust contrast up. 


Hold down the[™ Jana press E repeatedly to adjust brightness down. 
Hold down the(™ 


and press[?_J repeatedly to adjust brightness up. 


Note: When you initially power on your DreamWriter® and after any reset a Waming message ‘Windows 
CE Networking’ will appear on screen. This is a normal message which states that you are not yet 
connected to the Network. Click OK to remove Warning message. 


Windows CE Networking 


DHCP was unable to obtain an IP address, You can reinsert your card 
later or statically assign an address. 
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Using the TrackPad 


The TrackPad allows the user to have cursor control at their fingertips. To move the cursor you simply glide 
your finger across the TrackPad and then tap once for a single-click, tap twice to double-click and double-tap 
and hold to drag, draw and highlight, All that is required to perform these functions is a light, quick tap, if 
too much pressure is applied it can slow the tapping response. 


Single-Click —_-tap once lightly and quickly on the surface of the pad. 

Double-Click — -tap rapidly and lightly on the pad twice. 

Right-Click —_-tap lightly and quickly on the upper right corner of the touchpad. 

Draw, Highlight -double tap rapidly and lightly, then hold your finger down on the second tap and 


glide to move. 
Drag -double-tap rapidly and lightly and then hold your finger down on the second tap 


and glide to move. 


Note: To drag the cursor further than the pad surface, lift and change the position of your finger after 
reaching the textured edge. 


‘The speed and responsivness of the DreamWriter® I,T. TrackPad can be personalized to meet your sensitiv- 
ity preferences. Sensitivity can be set to one of seven (7) settings in the TrackPad Sensitivity Properties 
by double clicking on My Handheld PC / Control Panel / TrackPad Sensitivity. 


Setting One —_ -slow sensitivity/responsiveness 
Setting Seven -fast sensitivity/responsiveness 


Using The Keyboard 


Character keys: 
The character keys are the number and letter keys on a keyboard. 


Number keys: 0, 1, 2, 3, 4, 5, 6, 7, 8, 9. When a number key is pressed simultaneously with the left or right 
shift keys, the characters above the numbers are obtained. 


Letter keys: Alphabetic keys from a to z. 


Function Keys: 
In addition to character keys, the keyboard contains a number of keys that carry out special computer tasks: 


The two function keys (F1 and F2) carry out program specific tasks. 
Pressing the Win key opens the Start Menu. 


The Caps key changes only the alphabet keys to uppercase, the number and symbol keys are not 
affected. 


Keys such as ESC, Delete and Enter perform the same functions as on a typewriter or computer 
keyboard. 


Keys pressed in combination are used to perform certain functions. These are called “keyboard 


shortcuts”. 
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Keyboard Shortcuts 


Keyboard shortcuts provide a way to invoke commands or functions without using a mouse or touchpad. In 
some applications, the shortcuts will help you to move more quickly than you would dragging the mouse and 
clicking on a series of items. Keyboard shortcuts are available on three levels: 


Global Non-application Specific Shortcuts 
Asingle or combined key 
press initiates an action even 
though you are not necessarily 
running an application. For 
example, pressing the Win key 
from the desktop (or from 
within any application) initiates 
the Start menu. You can then 
use the arrow keys or the 
TrackPad to navigate through 
this menu. A list of these 
shortcuts is provided in the 
appendix “Windows CE 
Keyboard Shortcuts”. 


Global Application-Specific Shortcuts 
These are usually two key 
combinations that are common, 
to all applications, They are 
shown in the drop down 
menus. For example Ctrl + C 
to copy and Ctrl + V to paste. 
This level also includes combi- 
nations that give commands 
printed on the keys. 
End Alt+Right Arrow 
Home Alt+Left Arrow 
PageUp Alt+Up Arrow 
PageDn Alt-+Down Arrow 
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Find bot cued 


Replace... CtrH 


Application Specific Shortcuts 
These shortcuts are shown to 
you each time you click ona 
menu item. For example, in 
Pocket Word, when you click 
onthe View menu, you will 
see that Ctrl + Alt + O is 
used to go to the Outline view. 
This shortcut is used only in 
Pocket Word. 
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Using the Start Menu and Taskbar 


Use the Start menu to open programs, settings, Help, and recently used documents. Select Start, and then 
select the program or item you want to open. In addition to the Start menu, the taskbar contains buttons for 
the programs you have running, a status area, and a desktop icon. 

The desktop icon minimizes 


Start menu items. Select Program and reopens applications. 
then the application you want to run. 


Any application running in the 
background is represented by an icon 
When an application is minimized, it _ in this box (clock, resource meters, 

is shown on the status line. Click on _ etc.) Click on the icon to bring up a 
this bar to reopen the application. dialogue box for these applications. 


To Hide the taskbar: 
a) Select Start / Settings / Taskbar and then Taskbar Options. 


b) Select Auto hide. 


Note: To display the taskbar, select the narrow horizontal bar at the bottom of the window. To hide the 
taskbar again, select outside the taskbar. 


Change taskbar settings: 


a) Select Start / Settings / Taskbar and then Taskbar Options. 
b) Select the desired options. 


Using Windows Explorer 


Windows Explorer is used to navigate the various file storage areas, To start Windows Explorer, double 
click on the My Handheld PC icon or select Windows Explorer from the Start / Programs menu. 


io ow oo ISX 
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Databases Propram Files = Temp Temporary Windows 
Documents Internet 
Files 
Dropdown Menus Slider Toolbar Buttons 
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The dropdown menus and toolbar buttons have special features that are designed to help to navigate the 
various directories on your DreamWriter. 


Desktop 3: Shortcut 


Infrared Recipient 


Special features of the Windows Explorer File Menu 
- New Folder allows the creation of new folders for organizational purposes 
- You can Delete, Rename or display the Properties of any existing file. 
~ A file can be sent to the Desktop as Shortcut, sent directly to the My Documents folder or sent 
to an Infrared Recipient (another computer waiting to receive the file). 
~ You may set the computer to Receive files through Infrared. 
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Special features of the Windows Explorer Go Menu 


~ Back/Forward help to move back or forward into folders in which you have been. 
~ My Documents goes directly to the My Documents folder. 


- Home Page, Search the Web and Windows CE Web navigate directly to those URL’s on the 
Internet. 


- History displays a history of all the navigation you have done in a the current session. 


Special features of the Windows Explorer Favorites Menu 
~ The Favorites menu is similar to the favorites menu in Internet Explorer. It is used to store the 


folders and file locations that you use most frequently and permits you to reach them ina single 
click rather than navigating through a series of folder. 


Special features of the Toolbar Buttons 


Slider Navigation Arrows. Delete ‘System _Display 

Used to change the Move forward or Moves back one Sends Brings up the Display settings 
size of the bar or backward through folder on each click selected files system for Windows 
move to the next line. previously visited until it reaches the tothe recycle properties Explorer can be 
Click and drag to use. folders. desktop. bin. dialogue box. set here. 
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Customizing Your Computer with Control Panel 


Using Control Panel, device settings can be adjusted to better suit your needs. Double click on MY 
Handheld PC then double click on Control Panel to view the settings in your computer that can be custom- 


ized. 


Dialing Display 
r PENTAX PENTAX 
§ Ped Py 3 per 
3S . sw FH ®D 
Network Owner Password PocketJet Pocketlet II Power Regional + Remove 


S mp & @Q 


‘System TrackPad = Volume & World Clock 
Sensitivity Sounds 


Windows CE device. The identity will give other computers the ability to identify your compu- 

Communic,,, tf during a computer to computer connection. The PC Connection tab allows you to create 
aconnection between your Windows CE computer and a desktop computer. This feature 
provides you with the ability to transfer and share important files between your DreamWriter® 
and your desktop computer. Before you can connect with a desktop computer, the “Allow 
connection...” check box in the PC Connection tab must be checked. 


* Communication Properties: The Device Name tab allows you to set the identity of your 
S 


The “Connect using:” box sets the computer's output to Infrared Port or to a Serial Port. The 


Serial Port settings are used when you are using a serial cable to connect to a PC. 
Note: For more information about Connecting to a PC see “IR Communication and 
ActiveSync with @ PC" in the Appendix. 


Dialing Properties: This option permits you to set up your modem to connect to your school 
network or an Internet service provider. By using dial-up properties you can access shared 
resources on the computer network such as email or files. 

Note: For more information about Dialing Properties see “Dialing Out with the |.T.” in the 


Appendix. 


Display Properties: To configure the background, backlight or color scheme of your desk- 


=) top, use Display Properties. 
Note: For more information about setting Display Properties see “Adjusting Display Properties” 


Display in the Appendix. 
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JETCET PRINT Properties: This program is used to configure color printer properties and 
to assign print drivers for various types of printers. 

Note: For more information about setting JETCET PRINT Properties see “Printing” in the 
Appendix, 


Keyboard Properties: To configure your keyboard and set “Repeat delay” and “Repeat 
Rates” use Keyboard Properties. 


Keyboard Layout Properties: The keyboard layout can be changed to accommodate for 
special characters and symbols used in different languages. This would allow a person familiar 
with the French keyboard layout to use an International English DreamWriter® LT. and still 
have the ability to write using the French language, speciall characters or symbols. To change 
the language layout of your keyboard use the Keyboard Layout Properties. 


Important Note: Inorder for keyboard layout changes to take effect you must preform a 
Power Button Reset 


LCD & Monitor Properties: Contrast and brightness of your DreamWriter’s monitor can 
be adjusted using LCD & Monitor Properties. By varying the contrast you can choose the 
best settings for the monitor’s display depending upon the particular lighting conditions. 
Varying the brightness of the display changes how much light comes from the display, Ina 
poorly lit room you may want to increase the brightness level. LCD & Monitor Properties 
also allows you to display your desktop on an external monitor or projector 


Note: For more information about setting Display Properties see “Connecting to a Monitor or 
Projector” in the Appendix. 


Mouse Properties: To configure the sensitivity of your mouse for speed and distance be- 
tween clicks use Mouse Properties. Mouse properties is also used to test your double click 
settings. 

Note: More information about setting Mouse Properties can be found in the Appendix. 


Network Properties: This option permits you to configure your computer to connect directly 
to your school network. 


Note: For more information about setting Network Properties see “Connecting the I.T. toa 
Network" in the Appendix. 


Owner Properties: To configure your computer with identification information use Owner 


Properties to identify your computer. An owner screen, displaying this information, appears 
when the computer is started. 


Password Properties: To setup a password that protects settings or locks up the computer 
Password Properties. 


Note: For more information about setting Password Properties see “Setting your Password” in 
the Appendix. 
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PocketJet Properties: Drivers to setup and configure a portable pocket printer. 


PocketJet II Properties: Drivers to setup and configure a portable pocket printer. 


Power Properties: This device provides you with the status and the amount of life remaining 
in your battery pack. Other options include battery saving features such as Power Off proper- 
ties, to configure these options use Power Properties. 

Note: For more information about Power Properties see “Checking Battery Power” and 
“Battery Maintenance” in the Appendix. 


Regional Settings Properties: To change the various ways that programs display and sort 
dates, times, currency, and numbers use Regional Settings. 


Remove Programs Properties: To automatically remove software that you have installed 
‘on your DreamWriter® use Remove Programs Properties. This option will remove all 
programs associated with the application, even the ones that are not displayed. 


System Properties: To view your system information use System Properties. You can 
adjust memory allocation and view system and applications information. 

Note: For more information about setting System Properties see “Adjusting RAM Allocation in 
the Appendix. 


‘TrackPad Sensitivity Properties: The speed and responsivness of the DreamWriter® I.T, 
TrackPad can be personalized to meet your sensitivity preferences. Sensitivity can be set in 
the TrackPad Sensitivity Properties to one of seven (7) settings, one (1) being slow or low 
sensitivity, and seven (7) being fast or high sensitivity. 


Volume & Sounds Properties: To adjust the volume and enable sounds on your computer 
use Volume & Sounds Properties. If desirable, different sounds can be defined and enabled 
for all functions of Windows CE. 


World Clock Properties: To adjust date and time for a home and a visiting city, to set 
alarms and to add custom cities use World Clock Properties. Airport codes, phone prefixes, 
sunrise and sunset for major cities around the world can be found here. An extensive calen- 
dar is also provided. 
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Getting Started With Pocket Word 


Pocket Word will have a shortcut on your desktop. In order to load Pocket Word 
you need only to double click on the Pocket Word icon. 


An alternate way to load Pocket Word is to follow this sequence: 
a) Click on the Start menu, 
b) Select Programs. 
c) Select Office. 
d) Select Microsoft Pocket Word. 


& & 


thot, | Coienda: | contacts 


EMetosoft 
Podier excel 


Q Merosoft Pocket: 
+138 Microsoft Pockat Excel 


Having loaded Pocket Word, you are ready to create a document. 
However, before you begin, take a moment to examine the screen. 


The most useful way to adjust the screen is to separate the menu bar from the 
toolbar as illustrated in the following diagram. 
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Shortcuts 

Shortcuts can be created 
on the desktop for any 
program installed on your 
DreamWriter. To create 
a shortcut for a program 
you must know the 
location of the program 
file. Use the My 
Handheld PC icon to 
browse the directories to 
find the program file. 
Once you have found it, 
click on the File 
dropdown menu, select 
Send To and then select 
Desktop as Shortcut. 
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Re-bars or slider 


If, however, your menu items are all ona single line, drag the slider (re-bars) to 
the line below the menu items so that it looks like the diagram above. Now all of 
the tools and the menu items are available to you. The tools are discussed in the 
Tools section of this guide. 


The size of the printing on the screen is determined by two factors: 
a) The size of the font chosen. (See the section on Fonts.) 
b) The Zoom selection. (See the section on Zoom.) 


The Taskbar at the bottom of the screen indicates which documents are open and 
which is currently selected. To see how this works, type ‘This is Document one’ 
in the currently active document. Now click on the File menu, select New, and 
then select Document. In the new document type ‘This is Document two’ 
Notice that the Task bar indicates that two documents are open and that Doc2 is 
active. Click on Docl. Now Document one is active. Click on Doc2. 


Font Sizes 

Font sizes are measured 
in points. 

72 points = 1 inch 


When we use a point 
size of 72, it means that 
for this particular font, 
the distance from the top 
of the highest ascender 
(a letter that stretches up 
like anh or ak) to the 
bottom of the lowest 
descender (a letter that 
drops below the line like 
ajoray)is 1 inch, 


ky 1 inch 


When you get into 
decorative fonts, different 
fonts will not necessarily 
appear to be the same 
size although they may 
be of the same point 
size. €.9., 


ky 
ky 
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In Pocket Word, all documents are Full screen. However, more than one docu- 
ment can be open and can easily be made active. 


A quick way to close Doc2, for example, is to click on the ‘X’ in the top right 
hand corer of the screen. An alternate way to close the document is to right 
click (tap the light gray triangle on the touchpad) . The word “Close” appears as a 
menu item. Select Close and the document will close. 

Now you are familiar with the Pocket Word screen, type a simple document such 
as a letter to the editor of the school paper. When the document is done, it is 


time to learn the two most basic word processing functions: saving the document 
and printing the document. 


Saving the Document 


There are several places that the current document may be saved. They are: 
a) To the ‘My Documents’ folder on the I.T. (Default) 
b) Toa Floppy Disk 
c) Toa PCMCIA card 
d) To a Network 


e) To some other folder on the I.T. 
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To save your document, follow this procedure: 


24 


The Floppy Disk 

Ifthe document is to be saved to floppy, the floppy drive must be enabled. 
Place the floppy in the disk drive. Go to the start menu and select Pro- 
grams and then select Load Floppy. The Load Floppy program will not 
work if there is no floppy in the drive. A floppy drive folder will appear at 
the My Handheld PC address when the drive is active. Note that the 
second time you click on Load Floppy the floppy is disabled. 


The PCMCIA Card 

If the document is to be saved to a PCMCIA card, the card must be in 
the PCMCIA slot. The IT. automatically detects the presence of the 
card and creates a folder for it in My Handheld PC. 


The Network 

Tf the document is to be saved to a network, the I.T. must be connected to 
the Network and the user must have an account. The Network folder will 
appear in My Handheld Computer. Check with the Network manager to 
find out which folders are available to the students and where they 
should save their documents. The chances are that the default network 
folder is NOT the desired location. (See the note below about the Save 
location) 


a) From the File menu select Save As. 


b) The default Save location is the \My Documents folder. (See below.) 
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c) Enter an appropriate name for the document in the Name location. 


Floppy Disk 


Storage Card 
Lower 


PCMCIA Card 
APCMCIA card, 
approximately the same 
size as a credit card but 
three times as thick, is a 
storage device. Files 
and programs can be 
saved to and retrieved 
from the card. 


Document Names 
When you name a 
document, the computer 
uses that name to 
identify the document. If 
you name a second 
document with the same 
name, the computer will 
prompt you to see if, in 
fact, you want to replace 
the first document with 
the second one. If you 
do not want the 
document replaced, give 
the document a unique 
name. 
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4) Select the format in which you want to save the document in the Type 
location. ‘The drop down list box has several choices, The default is 
saving as a Pocket Word document (.pwd). 


e) Once those decisions have been made, click OK. 


f) Further saving of the document to the same location can be achieved 
by selecting Save from the File menu. 


2) Saving the document to a different location or with a different name or 


in a different format can be achieved by selecting Save As again 
from the File menu. 


Notes about the Save As dialog box 


There are three important pieces of information that you can alter in the Save As 
dialog box. 


sae BIE feces 
‘SJ Wy Documents 

|Shortcut to InkWriter Templates 
-1Shortcut to Office Templates 


Save 
location 


tane: [EET Tapa: Pocket Word Document (*[] 


location 

Type 
location 

The Save location 

The document will be saved to this location. To select the Floppy Disk as the 


Save location follow these steps. This example assumes that the Save location is 
currently the default My Documents. 


a) Click on the Yellow tool button with the up arrow next to the words 
“Save As”. 


b) The Save location will then be “My Handheld PC”. 
©) Double Click on the Floppy Disk icon. It is not enough to simply 
highlight the Floppy Disk icon, the words “Floppy Disk” must 


appear in the Save location. 


To create a New folder and Save to it, follow these steps. This example assumes 
that the Save location is currently the default My Documents. 


a) Click on the Yellow tool button with the picture of the new folder (next 
to the up arrow). 
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SaveAs 

Once a document has 
been named and saved, 
Save As is used only if 
you want to change the 
name, location, or file 
type of the existing 
document, 


Don't forget to activate 
the floppy disk first by 
clicking on Load 
Floppy from the 
desktop or start menu. 
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b) When the New Folder appears in the window, simply type the desired 
name and press the <Enter> key. The new folder now exists. 


©) To select the new folder as the Save location, double click on it. 
d) The Save location will show \My Documents\New Name. 
) When the Name and Type have been selected, click on OK. 


The Name location 

The document will be stored under this name. Advise students to choose a name 
that is descriptive i.e. Socials Project. The file extension is assigned according 
to the selection made in the Type location. The default extension for a Pocket 
Word document is .pwd. 


The Type location 

Click open the drop down list box. Note that there are several different formats 
available including ‘Word 97 document (*.doc) which you may choose if you 
plan to edit this document later, on a PC using Microsoft Word 97. 


[Shortcut to InkWriter Templates 
[s.1Shortcut to Office Templates 
Shortcut to Sensing Science Setups 


‘ype: [Pocket Word Document 


ford 6,0/95 Document (*. 
ford 97 Template 
ford 6,0/95 Ter 


Printing from the DreamWriter® LT. 


Once the document has been created, the simplest way to preserve the document 
is to print it. 


There are four ways the DreamWriter® can communicate with a printer: 


a) through the IR port if the printer also has an IR port. 

b) through the parallel printer cable. 

c) through the network connection - see information in Appendix. 
d) through the serial cable - see printing in information in Appendix. 


Load Pocket Word. Assuming you have a document to print, follow the steps 
below. There are several settings that can be changed. The two most critical are 
the Printer and the Port settings. 


Type of document 
Pocket Word documents 
can be saved ina 
number of formats. They 
are all very useful 
depending on the 
situation: 

.txt documents strip out 
all formatting except 
spaces and carriage 
returns, This is a 
universal standard and 
can be read by any other 
program. 

tf documents were 
designed as a universal 
standard to retain most 
formatting. Special 
symbols indicate such 
characteristics as bold, 
italic, the formatting of 
paragraphs, etc. 


The printed document 
is sometimes referred 
toas “hard copy”, 
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Printing using the IR port 


Select the File menu and then select Print. 


Printer 

Determine if your printer is listed in the drop down list box. Older 
dot matrix printers are often Epson Compatible. If you are not 
sure what to select, ask your technical support person. The 
printer selected here will remain the default until you change it. 


Port 

To print using the IR port, select IRDA from the drop down list 
box. 

The other settings are discussed below. 


Line up the IR ports and click on OK. 


Printing using a parallel cable 


Connect the parallel cable to the parallel port in the back of the 
LT. and the parallel port of the printer. 


Select the File menu and then select Print. 
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Parallel Port 
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Mdraft Mode 
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Printer 

Determine if your printer is listed in the drop down list box. Older 
dot matrix printers are often Epson Compatible. If you are not 
sure what to select, ask your technical support person. The 
printer selected here will remain the default until you change it. 


Port 
To print using the parallel cable, select LPT1 from the drop down 
listbox. 


The other settings are discussed below. 


Additional printing selections in the Print dialog box: 


Net Path 

If Network is chosen in the Port option, you will need to enter 
the path to the Network printer. Your Network manager has that 
information. 


Paper Size 
North American: 

Letter is 8.5 inches by 11 inches 

Legal is 8.5 inches by 14 inches 
European: 

A4is 210 by 297mm 

BS is 182 by 257 mm 


Draft Mode 
If the printer supports this option, draft mode will print in a 
lower resolution and therefore be faster. 


Color 
If the printer supports it, checking this option will print in color. 
If the option is disabled, the printer chosen does not support 
color printing. 


Print Range 

The default is ‘All’ which means that by default the entire 
document will print. If however, you want only a portion of the 
document to print (i.e. just the first paragraph) then you must: 

a) Highlight the required text. 

b) Select the ‘Selection’ radio button. 
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Orientation 

Portrait means that the paper is to be read in vertical format. 
Landscape means that the paper is to be read in horizontal 
format. 


Margins 
Margins are measured in inches from the edge of the paper to the 
beginning of the text. 


Cut, Copy, Paste and the Clipboard 


The Clipboard can be thought of as a part of memory that Windows CE uses to 
store text or graphics that have been Cut or Copied. The Clipboard is available to 
all Windows CE programs and does not empty when the application is closed. 


The simplest way to understand this concept is to work with the Cut, Copy and 
Paste commands which are found by selecting the Edit menu. 


Load Pocket Word. 


a) From the File menu select New, then select Document. The task 
bar at the bottom of the screen indicates that you have two documents 
open: Docl and Doc2. 


b) Select Doc! and type “When all is said and done, there is usually 
more said than done. (Charlotte Whitton) “ 


c) Select Doc2 and type “Whatever women do they must do it twice as 
well as men to be thought half as good, Luckily, this is not difficult. 
(Unknown Source)" 


4) The quotations have been incorrectly attributed. 


e) Select Doel. Highlight “(Charlotte Whitton)”. (Double tap and 
drag). 


f) Select Edit and then select Cut. “(Charlotte Whitton)” is no longer in 
Doc! and has been transferred to the Windows CE Clipboard. 


id done, there is usually more said than done 
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Clipboard 

The clipboard is a portion 
of memory that is set 
aside so that text or 
graphics can be copied 
to it and then pasted 
back to the document. 
When an object (text or 
graphics) is copied or cut 
to the clipboard, it is 
‘stored there until the 
clipboard is cleared or 
until something new is 
cut or copied to the 
clipboard. It is a handy 
method for transporting 
objects from one 
application to another or 
even within applications. 
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g) Select Doc2. Place the cursor in front of “(Unknown Source)”. 
From the Edit menu select Paste. “(Charlotte Whitton)” now 
appears in front of “(Unknown Source)”. 

h) Highlight “(Unknown Source)”. 

i) Select Edit and then select Cut. “(Unknown Source)” has been 
transferred to the Windows CE Clipboard and has erased “(Charlotte 
Whitton)” from the Clipboard. 


j) Select Docl. Place the cursor at the end of the quote. From the Edit 
menu select Paste. Both quotations are now correctly attributed. 


From the Edit menu select Paste again. “(Unknown Source)” prints again. It 
will continue to do so each time Paste is selected until something else is Cut or 
Copied into the Clipboard. 
Important concepts about Cut, Copy, and Paste 

a) Cut and Copy are not enabled unless some text has been highlighted. 


b) Paste is not enabled unless some text has been Cut or Copied (i.e. 
there is something in the Clipboard). 


c) Cut places the highlighted text in the Clipboard and removes it from 
the document. 


d) Copy places the highlighted text in the Clipboard without removing it 
from the document. 


€) Closing Pocket Word does not empty the Clipboard. Resetting the 
machine, does. 


The Tool Buttons and The Tool Bar 


file_Edit_Wew Format Tools 


otal. [fe] [| mes n=] fy] BIZ] 


The Tool Bar 

The Tool Bar is actually a series of shortcuts. All of the functions available from 
the tool buttons can be accessed from the menu system but the tool buttons are 
more immediate. For example, clicking on the ABC tool button has the same 
effect as choosing the Tool menu and selecting Spelling. 


ul fe 2]: 
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Shortcuts for Cut, 
Copy, and Paste 


Cut: Ctrl X 
(Hold down the Ctrl 
key and press X) 


Copy: Ctrl. 


Paste: Ctrl V 
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Tool Tips 
Tool tips are explanations of the function of the tool button. To see the tool tips, 


double tap on the tool button but hold your finger down on the second tap. The 
tool tip will appear. 


Keyboard Shortcuts 

When you activate the tool tip for a tool button, next to the explanation is the 
keyboard shortcut. For example, activating the tool tip for the magnifying glass 
tool button(far right) tells us that the tool is Zoom and the keyboard shortcut is 


Alt+Z. The Zoom function can be activated by holding down the Alt key and 
pressing Z. 


A reasonable activity for beginning Word Processors is to make a list of the tools 
and their functions and the Keyboard Shortcuts. The chart can be extended to 
indicate where in the menu system each tool function is located. Example below: 


Tool Function Shortcut Menu 
B Makes Bold text Ctrl+B — Format...Font...Font Style...Bold 
Scissors Cut Ctrl+X — Edit... Cut 


Using the Spell Check and the Custom 
Dictionary 


‘The spell check is available either by choosing Spelling from the Tools menu or by 
clicking on the tool with ABC written on it. 


Important Concepts about spell checkers 


a) Spell checkers are simply checking the written word against the 
dictionary or dictionaries that it has available. When it stops at a 
word it is merely indicating that the word is not in its dictionary. The 
word may in fact be spelled correctly but missing from the available 
dictionaries. 


b) 


Some spell checkers check only words below the cursor. If the cursor 
is at the end of the document no words will be checked even though 
the spell checker indicates that it has finished. 


©) Spell checkers do not know what you mean. The sentence “I’ll where 
my blue suit.” will check perfectly. 


4) The spell checker does not remove the need for careful proofreading 
andediting. 
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To illustrate the multi uses ofa spell checker, do the following exercise. 


Load Pocket Word. 


a) Type in the two sentences “A stitc in time saves nineteen. A penny 


erned is a penny daved” 
Be sure to copy the deliberate errors. 


b) Place the cursor at the beginning of the document. 


c) From the Tools menu select Spelling (or click on the ABC tool 


button) 


4d) The spell check bar may obscure some of the text. Click twice on the 
blue bar and drag the spell check bar down the page, clear of the text. 


Case 1: The spell checker has stopped at ‘stite’ and has sug- 
gested (in the drop down list box) that stitch is probably what we 
mean. That is correct. Accept the correction by pressing 


<Enter>. 


Itis important for 
students to understand 
what a spell check 
actually does. 


Ble Edit View Format Tools | 
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A in time saves nineteen. 
A penny emed is a penny daved. 


Case 2: The spell check completely misses ‘nineteen’ because 
the word is spelled correctly and the spell checker has no idea 


that we mean ‘nine’. 


Case 3: The spell checker has stopped on ‘erned’ and has 
suggested that we mean ‘erred’ which we don’t. Click on the 
drop down list box to see what else is suggested. Select 
‘earned’, 


Ble Edit View Format Tools 
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A stitch in time saves nine. 
A penny ita is a penny daved, 


Case 4: The spell checker has stopped at ‘daved’ and has 
suggested that we mean ‘David’ which we don’t. Checking the 
drop down list we find that the word we want is not suggested. 
Type the word ‘saved’ and press <Enter>. 
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The Custom Dictionary 


A very useful feature of Pocket Word is its ability to build a dictionary that has in 
it words that do not appear in the regular dictionary. This is particularly helpful 
if the class is working on a project that calls for them to use words that are 


specific to a topic such as Egyptian history or a body of knowledge such as 
genetics. 


The special words can be added to the custom dictionary in two ways: 


a) Use the word in a document and make sure it is spelled correctly i.e. 
copy it carefully from a reliable source. When the spell checker 
stops on the word, click on the Add button. The word is added to the 
custom dictionary. 


1) 


From the Tools menu, select Options. Select the Edit button. The 
custom dictionary is actually a Pocket Word document called 


Custom.dic. Type the required word into the document making sure it 
has its own line. From the File menu select Save. 


Editing or Deleting words in the custom dictionary 

Occasionally students will Add to the custom dictionary by accident. 
Often these words are spelled incorrectly. If they are left in the diction- 
ary, the spell checker will assume they are correct if they are encountered 


in another document. They must be removed or edited. 


From the Tools menu select Options. 


Always 
(D7 Ignore UPPERCASE 


Custom Dictionary 


\Windows\custom. dic 
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Remove misspelled 
words from the custom 
dictionary. If this is not 
done, the spell check is 
of no use because it 
will accept misspelled 
words. 
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Click on the Edit button. Delete or edit words in the document. Save. 


Teachers have created custom dictionaries before beginning a project. 
After the project is complete, the words can be removed. 


Formatting Techniques 


Formatting refers to the way the document looks. In Pocket Word you have a 
number of formatting techniques that will make the document more interesting to 
read and look at. Some of these techniques may be of use to students with visual 
disabilities. 


In order to make the discovery of each feature more interesting, type in the 
following paragraph. 


“From the Introduction 

The pleasure of browsing through almanacs, record books, catalogs, guides, and 
so forth, rises in direct proportion to the mental pictures that the text can pro- 
voke. The Golfer's Miscellany abounds in catalytic passages of great variety — 
all of them inducing fine bursts of contemplation. I envy the reader who is 
looking into this collection for the first time.” 


Note: Formatting changes only the selected text. You may select text in 
four different ways. 


a) You may drag the pointer over the desired text. 
b) To select a word, double tap the word. 


c) To select a line, place the cursor in front of the line. When the cursor 
shows as an arrow, tap once. 


d) To select a paragraph, triple tap with the cursor in the paragraph or at 
the beginning or end of the paragraph.To select all of the text, from 
the Edit menu select Select All. 


Font 

From the Edit menu select Select All. From the Font drop down list box select 

Arial. 
Note: There are limited fonts supplied with Pocket Word. Howevernew 
fonts can be added to the selection. See Adding Font in Additional 
Features of Word section. 


Font Size 
From the Edit menu select Select All. From the Font Size drop down list box 
select 14. Click anywhere in the white space to remove the highlighting. 


Font Style 
Highlight the words “The Golfer’s Miscellany”. Click on the Tool ‘I’ for Italic 


text. Click anywhere in the white space to remove the highlighting. 
Note: Style refers to Bold, Italic, or Underline. 
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Font 
Font 
Font 


Size 
Size 


Size 
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Underline 
Highlight the words “From the Introduction”. Click on the Tool U to underline 
the title. Click anywhere in the white space to remove the highlighting. 

Note: You may have to tum off the underline format in areas where it is 


not wanted. Highlight the underlined text and click on the underline tool 
button. 


Color 

Highlight the sentence “I envy the reader ... time.” From the Format menu 
select Font. Click on the Color drop down list box and select Red. Click on OK. 
Click anywhere in the white space to remove the highlighting. 


Zoom 
From the View menu select Zoom. Select 125%. 


Note: Zoom affects the size of the print on the screen and not on the 
printer. 


Alignment 

Highlight the words “From the Introduction”. From the Format menu select 
Paragraph. From the Alignment drop down list box select Center. Click 
anywhere in the white space to remove the highlighting. 


Additional Formatting Features 


Setting margins 

Margins can be set for the left, right, top, and bottom of the paper. 

From the File menu select Print. The margins are set by typing in the required 
margin, The numbers are in inches and may be entered to two decimal places. 


Setting Tabs 

Tabs are set to control the position that the cursor jumps to when the Tab key is 
pressed. 

The default Tab setting is .S inches. From the Format menu select Tabs... 

In order for a new Tab setting to be in place the Set button must be clicked. 


Indenting a paragraph 


a) If you want a paragraph to be indented in order to make it stand out 
on the page: 
i. From the Format menu select Paragraph. 
ii, In the Paragraph dialog box set the Left and Right indents; 
make sure that Special has (None) selected. 


b) If you want only the first line of a paragraph indented: 
i. From the Format menu select Paragraph. 
ii In the “Special” drop down list box select First line. 
iii. In the “By” spinner select the required amount of indent. 
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Style 
Style 
Style 
Style 


Encourage students to 
‘experiment with 
formatting. However, 
they may need to be 
reminded that too many 
‘special effects’ or too 
many different fonts 
make a document 


difficult to read. 
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Hanging Indent 
Tf you want the first line of a paragraph to be aligned to the left and all other lines 
indented: 

a) From the Format menu select Paragraph. 

b) Inthe “Special” drop down list box select Hanging. 

c) In the “By” spinner select the required amount of indent. 


Creating. bulleted or numbered lists 
If you want to create a list that has each item numbered or preceded by a ‘bullet’: 


a) From the Format menu select Paragraph. 
b) Inthe Style box select either numbered or bulleted. 


c) Start typing the list. When you press <Enter> the next number or 
bullet will be inserted. 


Insert Symbols 
To insert a special symbol (e.g. W) place the cursor in your document where you 
want the symbol to be: 

a) From the Tools menu select Insert Symbol. 

b) Click on the required symbol to see an enlarged version of it. 


c) Click on the Insert button and then the Close button. 


Templates 


Templates can be a very effective teaching tool if an assignment is best presented 
in a particular layout. 


The correct layout for a business letter or a science lab can be given to the 
student in template format and they can fill in the necessary information until the 
layout is clear to them. 


Also assignments that conform to a particular layout can be more easily evalu- 
ated. 


A sample template is included with Pocket Word and illustrates the way in which 
you can create your own. To see the template included with Pocket Word: 


a) Load Pocket Word 
b) From the File menu select Open. 


c) Double click (double tap) on “Shortcut to Office Templates”. 


How to create a double 
‘Spaced template for 
Pocket Word. 

A double spaced 
template can be created 
for Pocket Word. On 
your PC or MAC opena 
new document in Word. 
Format the spacing for 
double spaced and save 
the document. Transfer 
the document to Pocket 
Word on the 
DreamWriter® I.T. using 
Windows CE services. 
‘Save the document as a 
template. When you use 
the template any typing 
you do will be double 
‘Spaced, 
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d) Double click on “Letter”. 


e) Read or print this document, It contains the necessary hints you need 
to create your own templates, 


NANA 


The angle brackets (<>) are commonly used for templates. 


Using the Outline Feature 


Outlining can be a very useful technique for students to learn. An outline can be 
very helpful with research papers, essays, projects, and debates. 


Load Pocket Word. 


Type in the following list of curriculum items. 
Course: Newton's Laws 
Module: The Inertia Game 
Forces and Interactions 
Concept Map 
Module: Force, Mass, Acceleration 
Mass and Acceleration 
Building a Dynamometer 
Course: Motion 
Module: Prove Your Speed 
Ticker Tape and Constant Speed 
Patterns of Motion 
Concept Map 
Module: Velocity 
Ticker Tape and Acceleration 
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Save the list into My Documents. Call it Sample Outline. 


= From the View menu, select Outline, The items in the list can now be controlled 


with the new Tool bar and the bullets in front of each item in the list. See dia- 
gram. 
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Create an outline from the list by following these instructions. 


a) Click on the bullet in front of “Module: The Inertia game”, 
the Tool button with the right arrow. Do the same thing for the other 
Modules 


b) Click on the bullet in front of “Forces and Interactions”. Click on the 
right arrow Tool button twice. Do the same for “Ticker Tape 
...”"(Two of them), “Patterns of Motion”, and “Mass and Accelera- 
tion”. 


c) Click on the bullet in front of “Concept Map” and click on the right 
arrow Tool button three times. Do the same with the other “Concept 
Map”. 


There are some things to note: 


a) The bullets change to + and- signs. Experiment by double clicking on 
the + or—signs. 


b) The Up and Down arrows in the Tool Box move the highlighted item 
up or down in the list. For example, highlight “Patterns of Motion” 
and click on the up arrow in the Tool Box. 


c) Clicking on the double right arrow in the Tool Box resets the list from 
its present outline format. 


Outlines in the 
Classroom 

Outlines can be useful 
instruments to help 
students with 
organization. 


- Taking notes is much 
easier and is done more 
consistently in class 
when the students are 
provided with an outline. 


- Outline style exams are 
a good method for 
testing conceptual 
knowledge in a specific 
content area. The 
student is given an 
outline and required to fill 
in the details. 
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Editing Features 


Multi-level Undo and Redo 


Undo is available from the Undo tool button and also from the Edit 
menu. Redo is available from the Edit menu. 


To understand the idea of multi-level Undo, try the following exercise. 


Load Pocket Word. 
Follow these steps: 


a) Type in the following sentence: “To err is human”. 


b) Highlight the sentence. 


o = 
aed c) Click on Bold text. 
ae 
<> 4) Click on Underline text. 
~-} 
ee) ; : 
=) e) Click on Italics text, 
ar) f) Click on Center text. 
ee 
ua >] Click on the Undo tool button and notice how each of the text features 
FO are removed in the order they were created — including removing the 
ey sentence! 
5 
ay From the Edit menu select Redo. Notice how each of the text features 
——. are re-created, 
oa | 
2 Students may want to think of the Undo tool button as an “Oops!” key. 
7 


a9 Find and Replace Find and Replace 

2 Caution! 

=] There are actually two functions involved ~ one is finding specific text When using the Find and 

“9 and the other is finding the text and replacing it with something else. Replace command, be 
__ oy Finding: careful how you use 
— Z spaces. (e.g., replacing 

: ‘the’ will also replace the 
—— a) With the cursor at the top of the document, from the Edit the'in theatre" Ifyou 
me menu select Find. want to replace the word 
ae 9 ‘the’ you need to use a 
rr b) In the “Find What” box, enter the word to find. Ifit is a space after it to 
ee) partial word, be sure to leave the “Match Whole Words” _| distinguish it from longer 
— “ box blank. words in which it 
ee) eau so ‘the ) ° 
2 c) Decide if the Case (Upper/Lower) is important. Check the 
ey et 
box ifit is. 

ey 
=. d) Press <Enter> or click the Find Next button. 
=) 
—. 
—— ey NTS Computer Systems Ltd. ©1999 39 


Finding the next occurrence of the text: 

From the Edit menu select Find Next. 

OR 

Use the keyboard shortcut Ctrl + 4 (highly recommended). 

Finding and Replacing: 

a) From the Edit menu select Replace. 

b) Enter the text you want to find - Press <Tab>. 

c) Enter the word or phrase that you want the text replaced with, 

d) Press <Enter> or click on the Find Next button. 

e) You can now control the replacement process with the new 
button bar that appears. If the button bar is in the way use the 
blue rectangle to drag it out of the way. 

f) “Find Next” allows you to make the decision to “Replace” for 
each found text. “Replace All” immediately replaces all cases 
of the text with the replacement text. 

Deleting text 
Select the text (or graphic) to be deleted and press the Delete key. 


OR 


From the Edit menu select Clear. 


File Level Password Protection 


If the DreamWriter® I.T.’s are to be used by many students and if they want to 


Password Notes 
When a file is password 
protected, it cannot be 


save their work on the L'T., then protecting their documents with a Password is a | 9Penedunless you have 
good idea. the correct password. 
However, the file can be 
sent to the Recycle 
To protect a document follow these steps: and: deleted Wino rd 
a) Save the document use of the password. 
b) From the File menu select Password... 
c) Enter a password, press <Tab> and enter the password again. Press 
<Enter> or click on OK, 
Note: Adding a password is considered to have changed the document. If 
you close without saving, a Windows alert box will ask if you want to save 
40 NTS Computer Systems Lid, ©1999 


€ 
= 
1 
€ 
& 
€ 
© 
€ 
e€ 
ie 
c 
€ 
= 
& 
c 
c 
c 
€ 
e 
£. 


wwe rPrriwewe 


JJBLEEERELLEEL 


ATT A Perel r] 


iF 


judd 


| 
bi 


tiaddgad 


uuu 


bib 


" 


PiU ib we 


\ 


if n 


| se hn 
\ 


FEU DL 


MROReRES ET TAs ag 
PANSA SC AURA RUSURURU SUSU SURO RU SUSC SUSU RURU RUSE RT ORenTy 


ASA 


US 


the changes to the document. If you want the password to stay in effect, 
answer ‘Yes’. 


To remove the Password, select Password..., give the old password then blank 
the Password box and Save. 


Students do need to be involved in a discussion about passwords. They must 
lear: 


a) to pick a password they can remember. 
b) that if they forget their password, they cannot see their file. 


Additional Features of Word 


Recent Files List 


When Pocket Word is loaded, the four most recently opened documents are 
displayed in the Recent Files list. From the File menu select Recent Files. To 
open one of the documents just click on it. 


Scroll Bars 
There are two scroll bars that can control the text on a Pocket Word screen. By 
default only the Vertical scroll bar shows. To show the Horizontal scroll bar, 


from the View menu select Horizontal Scroll Bar. Both scroll bars can be turned 
on and off. 


Full Screen 
You may choose to view the screen without the menu items or the tool bar. 
From the View menu select Full Screen. The hidden items can be restored by 


clicking on the Restore button. The Restore button can be moved by dragging it 
by the blue rectangle. 


Adding Fonts from your PC to your LT. 

From the C:\Windows\ Fonts folder on your PC choose the font you want to 
install on your IT. To get the font onto the I.T. the file must be copied to the 
\Windows\Fonts folder of the I.T. This can be accomplished by: 


Copying the file to a floppy, then from the floppy to the |Windows\ Fonts 
folder of the LT. 


OR 


Copying the file to a PCMCIA card, then copying the file from the 
PCMCIA card to the \Windows\Fonts folder of the I.T. 


OR 


Using Windows CE services to copy the file from a PC to the 
\Windows\Fonts folder of the I.T. 
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How to use clipart with Pocket Word and the I.T. 


a) Create a document in Word and copy in several graphics or pictures 
from the Word clipart or other sources. 


b) Save the document as clipart.doc. 


c) Using CE services, transfer the document to your IT. Save it in “My 
Documents” (See the Appendix for ActiveSync). 


d) Load Pocket Word. 
e) From the File menu select New. 


f) From the File menu select Open. Click on the clipart.pwd file to 
open it. You now have two open documents: clipart and doc]. 


g) Inthe clipart document click on a graphic to select it. 
h) From the Edit menu select Copy. 


i) At the bottom of the page click on Doc/ to make it the active docu- 
ment. 


j) From the Edit menu select Paste. The graphic is now in your doc/ 
document. Save the document as “Graphic File.doc” in My 
Documents. 


How to use the Pocket Word Count 


Pocket Word count can only be used from within word. Once you have created 
your document, click on the Start menu, then Programs / Accessories / Pocket 
Word Count. This applet will return the number of words you have in your 
document. 
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Shortcuts for Cut, 
Copy, and Paste 


Cut: Ctrl X 
(Hold down the Ctrl 
key and press X) 


Copy: Ctric 
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Getting Started With Pocket Excel 


Pocket Excel will have a shortcut on your desktop. In order to load Pocket Excel 


you need only to double click on the Pocket Excel icon. 

An alternate way to load Pocket Excel is to follow this sequence: 
a) Click on the Start menu. 
b) Select Programs. 
c) Select Office. 


d) Select Microsoft Pocket Excel. 


crosont 
Pocals excel 


ay 
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FJ \WindowsCeE 


Having loaded Pocket Excel, you are ready to create a worksheet, 
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Pocket Excel 

This type of software is 
called a spreadsheet. 
The purpose of the 
spreadsheet is to 
present numerical data 
onagrid. A spreadsheet 
is not limited to 
numerical data but the 
features of this piece of 
software demonstrate 
that it was definitely 
designed to deal with 
numbers. There are 
many enhancements 
which make arithmetic 
and even mathematical 
calculations very easy for 
the user. 


Excel is an excellent 
teaching tool. It can be 
used to teach planning, 
precision in data entry, 
and formulae. 
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However, before you begin, take a moment to examine the screen. 


The worksheet consists of adjustable rectangles called cells. The cells are identi- 
fied by a column position (the letters) and a row position (the numbers), Cells 
are identified as C1, BS, G6 ete. 


Look at the diagram below. The worksheet has both vertical and horizontal 
scroll bars indicating that some of the worksheet is not showing on the screen. In 
fact if you experiment with the cursor you will discover that there appears to be 
no end to the columns and rows that the worksheet has available. There are 
actually 256 columns (A,B,C, ... AA,AB,AC, .., IV) and 16,384 rows for a total 
of 4,194,304 cells. You probably won't need all of them. 


19 —_ Cursor Position ihd 


Ready i 
E@start [[agBocKs 7:20 Al 


As you can see by the diagram, the cursor position is displayed at all times. 


Cursor movement can be effected by : 
a) The arrow keys move the cursor one cell at a time. 
b) The <Enter> key moves the cursor one cell down 
c) The <Tab> key moves the cursor one cell to the right 
d) Ctrl + Home moves the cursor to column Al 
e) Ctrl + End moves the cursor to column IV (i.e. the last column) 
f) Ctrl + PageUp moves the cursor to row 1 
g) Ctrl + PageDn moves the cursor to row 16,384 


In addition to these keys, selecting Go To... from the Tools menu allows you to 
go toa specific cell. 
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Rows Columns Cells 


All references to the 
cells are made using the 
cell naming convention 
(At, B36, etc). It is 
crucial that students 
learn to name cells. 
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The most useful way to adjust the screen is to separate the menu bar from the 
toolbar as illustrated in the following diagram. 


[Ele Eat “Wow “Format Tools my PeTx 
coat) [4 Jaa} f) =] {es [oo] fais T=] fore) [e [7] fe [| a1 
83 
B {i Faas = FT 6 1; a gy 
‘Temperature 1 Temperature 2 = 
7am 12 noon 


If, however, your menu items are all on a single line, drag the slider (re-bars) to 
the line below the menu items so that it looks like the diagram above. Now all of 
the tools and the menu items are available to you. The tools are discussed in the 
Tools section of this guide. 


The size of the printing on the screen is determined by two factors: 


a) The size of the font chosen. 
b) The Zoom selection. (The more you zoom, the less area you see.) 


Worksheets are opened in Workbooks or Books. It is possible to open many 
Worksheets or Sheets inside the same Workbook. If students, for example, were 
collecting a series of weather data over a one week period, they may want to 
open a Book and call it something like “Weather Data” and then include 5 
different Sheets, “Monday”, “Tuesday” etc. Or they may choose to enter all of 
the data in Sheet 1. The Workbook/Worksheet is an organizational aid. 

‘The task bar at the bottom of the screen indicates which Book(s) you have open. 
The line above also indicates which Sheet is currently active. 

See the section on how to manage Workbooks. 


As you will see in the first example, cells can contain characters, numbers, or 
formula. The real power of the worksheet comes from its ability to do math- 
ematical calculations. 


Font Sizes 

Font sizes are measured 
in points. 

72 points = 1 inch 


When we use a point 
size of 72, it means that 
for this particular font, 
the distance from the top 
of the highest ascender 
(a letter that stretches up 
like an h or a k) to the 
bottom of the lowest 
descender (a letter that 
drops below the line like 
ajoray) is 1 inch. 


ky _ linch 


When you get into 
decorative fonts, different 
fonts will not necessarily 
appear to be the same 
size although they may 
be of the same point 
size. @.9., 


ky 
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‘You are ready to create the first Workbook. 


Creating the First Sheet: Entering Data 


Here is a simple worksheet that will get you or your students started. 


Load Pocket Excel. 
Note that the default Workbook is Book/, and the default Worksheet is 
Sheet!. 


First we'll enter character data to be our headings 


a) Place the cursor in cell Al and type the word Day. The data can be 
entered by pressing the <Enter> key or the <Tab> key or the down 
arrow key or the right arrow key. Press the right arrow key. 


b) Incell BI enter the word Temperature J (if the heading is “too long” 
for the cell, don’t worry. We'll make the adjustment later). In cell 
Cl enter Temperature 2. 


c) Incell B2 enter 7 a.m., in C2 enter /2 noon. 


d) In cell A3 enter Monday, A4 Tuesday, AS Wednesday, AG Thurs- 
day, A7 Friday. 


e) Since Temperature J in cell B1 likely appeared too long for the cell, 
we need to adjust the width of the cell. 


f) Move the cursor until it is over the letter B and then move it slowly to 
the right. As it reaches the vertical line that separates column B from 
column C, the cursor changes to a double arrow. Double tap and 
hold to drag the line to the right thus increasing the size of column B. 
When the column is large enough to accommodate Temperature 1, 
take your finger off the touchpad. 


g) Adjust any other columns that appear too small for our headings. 
(Wednesday likely won’t fit column A) 
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Now we’ll enter numeric data 


a) Enter the number 48 in cell B3, 49 in B4, 47 in BS, 39 in B6, and 51 
in B7, Since you want the cursor to move down after each entry, use 
the <Enter> key or the down arrow. 


BePererrr ing 


b) Enter the number 65 in cell C3, 69 in C4, 62 in C5, 48 in C6, and 78 
inC?. 


rl 


Your worksheet should look like the one following. If it doesn’t, edit it 
until it does. You can change the contents of a cell by clicking on the cell 
and typing in the new value. Since we intend to use this sheet more than 
once, we need to save it. 


VHOEUEBEUEEEEEEEBBEGEECE up ub bt 


\S ad A abad 
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Saving the Workbook to My Documents 


a) From the File menu select Save As. 


b) The default directory is My Documents and this where we intend to 
save this Workbook. 


c) Since the cursor is already in the Name location, type the name 
Sample Sheet 1. Click on OK. 


The next step is to learn a little about using formulae (formulas). 


Using Simple Formula 


The real power of the worksheet is its ability to do mathematical calculations that 
are determined by the user. Many formula (functions) can be supplied by Pocket 
Excel but formula can also be written by the user. The purpose of a formula is 
to provide a new set of data that is calculated from existing data. For example 
we can create a formula that will give us the sum, the product, or the average of 
some numbers that we have just entered. 


48 


There is more 
information about saving 
in the section “Saving 
your workbook" 

There is more 
information about editing 
in the section “Editing 
your worksheet” 
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Load Pocket Excel 
To retrieve the file Sample Sheet 1.pxl 
a) From the File menu select Open. 


b) Since the default Open location is My Documents, you can click on 
Sample Sheet 1. 


c) Click on OK. 
d) The sheet appears just as you saved it. 
To add a simple formula 


We are going to have the worksheet calculate the difference between the 7.am, 
temperature and the 12 noon temperature for each day. 


a) Put the cursor in cell D3. 


b) Type an equals sign ( =). Unless we warm Pocket Excel that we 
intend to enter a formula it will assume we are just entering data. 
Every formula must be preceded by the equals sign (=). 

c) After the equals sign, type C3 - B3. Press <Enter>. 

d) The number 17 will appear in the cell D3. 


e) Move the cursor back to the cell D3. In the editing space the formula 
=C3-B3 will appear. 


[Bile Edit View Format Tools 


Temperature 1 Temperature 2 


7 a.m. 12 noon 
48 65) 
49 69 
47 62 
33 48 
51 78 
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Don'tforget! 

All formula must be 
preceeded by an =, 

The = alerts the program 
that you are going to 
enter a formula instead 
of data. 
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Let’s use cell D4 as a review. 
a) Put the cursor in cell D4. 
b) Type =C4-B4. 
c) Press <Enter>. 
d) The number 20 appears in cell D4. 


Practice entering the formula that will fill in cells D5, D6, and D7. Later we will 
learn that there is a faster way to do this but for now you need the practice. 


Put the heading Difference in Cell D1. 


Temperature 1 Temperature 2 Difference 


7am. 12 noon 
[3_|Monday 48 65 i? 
4 |Tuesday 49 69 20 
5 _|Wednesday 47 62 16 
6 Thursday 39 48 9 
7_|Friday 51 7827] 


Using a Simple Function 
Three of the many functions recognized by Pocket Excel are Max (for Maximum 
Value), Min (for Minimum Value) and Average (for Average or Arithmetic 
mean). 


We'll use these functions to illustrate their use. 


a) Incell A9 type Average, in A10 type Maximum, and in Al type 
Minimum. 


b) In cell B9 type =Average(B3:B7) i.e. find the average of the num- 
bers in cells B3 to(:) B7. Press <Enter>. 


c) The average is 46.8. 
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4) Incell B10 type =Max(B3:B7). Press <Enter>. 
e) The Maximum temperature in that list is 51. 
f) Incell B11 type =Min(B3:B7). Press <Enter>. 
g) The Minimum temperature in that list is 39. 
As an exercise, enter the Average, Max, and Min formulas for column C. 


Check with the diagram below and then save this document as Sample Sheet 2 


File Edit View Format Tools 


Mca | Teale] f= |» [09] fara [wl [tole] 


=MIN(B3:B7) 
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Temperature 1 Temperature 2 Difference 


7am. 12 noon 

48 65 17 
49 69 20 
47 62 16 
39 48 9 
51 78 9 

46.8 
51 


How to save this document as Sample Sheet 2 
a) From the File menu select Save As. 


b) The default directory is My Documents and this where we intend to 
save this sheet. 


©) Since the cursor is already in the Name location, type the name 
Sample Sheet 2. Click on OK. 


‘We need to know how to make hard copy. The next section is about printing 
your worksheet. 
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information about 
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Advanced section. 
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Printing the Worksheet 


There are four ways the DreamWriter® can communicate with a printer: 


a) through the IR port if the printer also has an IR port. 

b) through the parallel cable. 

c) through the network connection - see information in the Appendix. 
) through the serial cable - see printing in information in the Appendix. 


Load Pocket Excel. Assuming you have a sheet to print, follow the steps below. 
There are several settings that can be changed. The two most critical are the 
Printer and the Port settings. 


ihbidddddassaar 


I i 
Day Temperature 1 Diference 
7am 42.noon 
13} 48 65 — 
4 
-4 y. 
6. _ 
Z 
a ~ 
EY ad 
alt 
= le 
= dl 
= 
ul <a 
—% 
— " ———— =’ 
Ready Brest = Sando 5 — 
bistart [B00 [[assancic sheet 1 2a2PM cA E 


Printing using the IR Port 
Select the File menu and then select Print. s 


Printer ¢ 
Determine if your printer is listed in the drop down list box. Older dot 
matrix printers are often Epson Compatible. If you are not sure what to = 


select, ask your technical support person. The printer selected here will 
remain the default until you change it. 


eee rere 


Port 
To print using the IR port, select IRDA from the drop down list box. 


Parallel Port 
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The other settings are discussed below. 
Printing using a parallel cable 


Connect the parallel cable to the parallel port in the back of the LT. and 
the parallel port of the printer. 


Select the File menu and then select Print. 

Printer 

Determine if your printer is listed in the drop down list box. Older dot 
matrix printers are often Epson Compatible. If you are not sure what to 
select, ask your technical support person. The printer selected here will 
remain the default until you change it. 


Port 
To print using the parallel cable, select LPT! from the drop down list box. 


The other settings are discussed below. 


Additional printing selections in the Print dialog box: 


Print Range: Brinter: JPCL Laser ¥ 
: fete TE] |@4 Pat: Network sd 
seal C= j Not Path: FSM se00" 
fle =] jMarains (inches Paper sige: ROA 
ee ee tat: [L257 Top: beet 20 
[Z) Draft Mode 
Tele Bort: [25 Botton: P color 

a Net Path 

a If Network is chosen in the Port option, you will need to enter the path to 

“ the Network printer. The Network manager has that information, 

= Paper Size 

=] North American: 
— Letter is 8.5 inches by 11 inches 
5 Legal is 8.5 inches by 14 inches 
per European: 
ae Adis 210 by 297 mm. 
prs BS is 182 by 257 mm 
4 ee Draft Mode 

2 If the printer supports this option, draft mode will print in a lower resolu- 
~<A tion and therefore be faster. 
ne. 
—— Color 
=a If the printer supports it, checking this option will print in color. Ifthe 
aw) option is disabled, the printer chosen does not support color printing. 
Y ae 
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Print Range 
The default is ‘All’ which means that by default the entire worksheet will 
print. If however, you want only a portion of the worksheet to print then 
you must: 

a) Highlight the required text 

b) Select the ‘Selection’ radio button. 


Orientation 
Portrait means that the paper is to be read in vertical format. 
Landscape means that the paper is to be read in horizontal format. 


Margins 
Measured in inches from the edge of the paper to the beginning of the 
text. 


Two special considerations when printing a spreadsheet 
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The Print Area 


If we want to print only a portion of the spreadsheet, we need to indicate 


the Print Area before we print. 
Load Pocket Excel and retrieve the file Sample Sheet 2. 


a) Highlight (select) cell Al to C7 i.e. only the original data 


b) From the File menu select Print Area and then select Set 
Print Area. The Print Area is now selected from Al to C7. 

c) From the File menu select Print, make the necessary adjust- 
ments, and click OK. 


d) Only the portion of the Spreadsheet that was selected will 
print. 

To remove the print Area 

From the File menu select Print Area and then select Clear 

Print Area. 


Landscape printing 
Occasionally a worksheet has too many columns to print on one sheet of 
paper. The printing spills over to another piece of paper, maybe for only 
one column. 
To arrange for the printing to appear ‘sideways’ on the paper: 

a) From the File menu select Print. 


b) In the Print dialog box select Landscape from the Orienta- 
tion section. 


¢) Click on OK. 
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Editing the Worksheet Editing 

Editing refers to the ways 
in which you can change 
already entered data. 


th 


Much of the editing takes place in the editing area (see diagram below). In order 
for the cursor to appear in the editing area, it must be placed there with the mouse 
or touchpad and then clicked. 


Blanking a cell 


a) Place the cursor in the cell. 


b) From the Edit menu select Clear. 


c) Inthe Clear dialog box you may select : 
All to remove contents (including formula) and formatting. 
Formats to remove format but not contents and formula 
Contents to remove contents and formula but not formatting. 


VV 


7 


OR 


dd 


a) Place the cursor in the cell. 
b) Press the Delete key. 


c) Press <Enter>. This will clear contents and formula but not 


formatting. 
Changing the contents of a cell 
ATs f{ e735 
a) Place the cursor in the cell. a Toereeraiong Tentpenairs 2 
3_|Monday 4B 65 
[a Tuesday 43 69 
b) Type in the new value or text. ier 2 2 
B |Thursday 2 43 
c) Press <Enter>. z Friday 5 
13] 


Changing part of the contents of a cell 
(ie. correcting a typo or spelling error) 


Editing area Cell 
a) Place the cursor in the cell. 
b) Click the cursor into the editing area. 


c) Move to the place where editing is needed using the arrow 
keys. Type the correction. 


4) Press <Enter>. 
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Correcting a formula 
a) Place the cursor in the cell containing the formula. 
b) Click the cursor into the editing area. 


c) Move to the place where editing is needed using the arrow 
keys. Type the correction. 


d) Press <Enter>. 


Multi-level Undo 
Each time you choose to enter data or alter the data or the way it looks, 
Pocket Excel records this operation. The Undo command remembers 
what you have done and is prepared to undo it sequentially. 

Load Pocket Excel and retrieve the file Sample Sheet 1. 

a) Type your first name in cell A13. 

b) Place the cursor back in A13. 

c) Click on the Center tool button. 

d) Click on the Bold tool button. 

e) From the Edit menu select Undo Bold. 

f) From the Edit menu select Undo Center Alignment. 


Note: The shortcut for Undo is Ctrl + Z. 


You can also choose to Redo after you have chosen Undo. The 
shortcut for Redo is Ctrl + Y. 


Find and Replace 


The unusual feature of the Pocket Excel Find command is that 
you can search for cell values or formulas. 


a) From the Edit menu select Find/Replace. 


b) Enter information you want to find in the Find what box. 


c) Select Values or Formulas in the Look in drop down list box. 


d) Decide if Upper or Lower case in important. 


e) Decide if you want an exact or partial match (Match entire 
cells). 


Undo is the “Oops!” 
button. 
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f) Click on Find. 
OR 


a) Click on Replace. 


b) Enter the Replace with data, 


c) Click on Find. 


d) When the Find/Replace button bar appears: 


Select Replace to control each instance, then select Find 
Next. 


OR 
Select Replace All. 
If the Find/Replace buttons are obscuring the cells you want to 


see, drag the button bar by dragging the blue rectangle. 
To end the Find/Replace procedure, click on the ‘X”. 


3 A 
= Formatting the Worksheet 
"| 
5 Formatting can be done for two reasons: 
= 1. For functional reasons i.e. the cell is not wide enough, the numbers 
ae need to have 4 decimal places 
ae, 2. For aesthetic reasons i.e. the titles would look better in red, the text 
= would look better in Italics 
=| 
= To look at some of the basic formatting commands: 
3 
oS Load Pocket Excel 
a) Retrieve Sample Sheet 2 
dem 
a 
bi 
——_ 
nm 
” 
— 
= 
—_ 
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Numbers 


a) Highlight (select) cells B3 to B11. 
b) From the Format menu select Cells. 


c) Select the number Tab. Experiment by clicking the different 


number formats and looking at the Sample box. 
d) Select Number. Select 1 decimal place. 
e) Click OK. 


Font (Color) 


a) Highlight (select) cells A9:A11. 

b) From the Format menu select Cells, 
c) Select the Font Tab. 

d) Click on the drop down list for Color. 
e) From the color palette select Dark Red. 
f) Click on OK. 


Font (Style) 


a) Highlight cells A3 to A7. 


General format calls have no specific 
number format, 


[Number] Algrment | Font | Borders & Fis | 


b) From the Format menu select Cells| font: 


c) Select the Font Tab. a 

4) In the Style section select Italic. Preview: 

e) Click on OK. AaBbCcYyZz 
Font (Fill) 


‘She: 


a) Highlight cells Al to C2. 
b) From the Format menu select Cells. 

c) Select the Borders and Fills Tab. 

4d) In the Fills drop down list box select Yellow. 
e) Click on OK. 


Alignment 


a) Highlight Column A by clicking on the letter A. 


b) From the Format menu select Cells. Esmee 
c) Select the Alignment Tab. 
d) In the Horizontal Box select Center. 


e) Click on OK. 


Practice... 

Center the text in B2 and C2. 

Make the text in D1 Dark Red and center it. 
Make all of the numbers show one decimal place. 
Put a Yellow fill in cells A3 to A7. 
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After the sheet has been constructed, it is still possible to Insert or Delete 
cells. 


Insert Cells 


a) Select a cell or a group of cells. 

b) From the Format menu select Insert Cells. 
c) From the Insert dialog box you may choose to 
Move the cell(s) to the Right 

Move the cell(s) Down 
Insert an entire Row 
Insert an entire Column 
d) Click on OK. 
Note that formulas are moved with the cells. 


a 
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Delete cells 


a) Select a cell or a group of cells. 
b) From the Format menu select Delete Cells. 
c) From the Insert dialog box you may choose to 
Move the cell(s) to the Left 
Move the cell(s) Up 
Delete an entire Row 
Delete an entire Column 
e) Click on OK. 


AAA 


di 


Insert Symbol 


To insert a special symbol (e.g. W) place the cursor in the cell 
where you want the symbol to be. 

a) From the Tools menu select Insert Symbol. 

b) Click on the required symbol to see an enlarged version of it. 
c) Click on the Insert button and then the Close button. 

d) Press <Enter>. 


Adjusting the size of Cells 

Row Height 
a) Select one or more rows. 
b) From the Format menu select Row and then select Height ... 
c) Enter a number and click OK. 


OR 


a) Point to the lower border in the row heading (i.e. row number). 
b) Drag the double arrow to increase or decrease the row height. 
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Cells can be added or 
removed after the sheet 
has been constructed, 


Cells can be adjusted for 
both height and width, 
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Column Width 


a) Select one or more columns 
b) From the Format menu select Column and then Width. 
c) Enter a number and click OK. 


OR 


a) Point to the right border in the row heading (i.e. column letter). 
b) Drag the double arrow to increase or decrease the column 
width. 


Autofit 


a) Select a row or column. 
b) From the Format menu select Row or Column. 
c) Select Autofit. 


The Row or Column will be adjusted to the size needed to show 
the entered data. 


Hiding and Unhiding cells 


a) Select a Row or Column, 

b) From the Format menu select Row or Column. 
c) Select Hide. 

d) Select Unhide to show hidden cells. 


Changing the View 


In the View menu, students: 
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a) can toggle on or off the Scroll Bars, the Status Bar , and the Row/ 
Column Headings. 

b) can make the screen print larger by choosing the Zoom feature (or 
clicking on the magnifying glass tool button). 

c) can choose to see the sheet Full Screen, without menu items, headings 
ete. 

4) can choose to see the screen in four independently scrolled windows. 


To lock the titles on the screen 

a) From the View menu select Split. 

b) The screen shows moveable lines i.e. placing the cursor on the 
lines changes the cursor to a double arrow. 

c) Drag the vertical line so it is on the divider between column A 
and column B. 

d) Drag the horizontal line so it is between row | and 2. See the 
diagram below. 

e) Click the cursor anywhere in the large window and scroll 
down or to the right. The sheet scrolls but the titles are fixed 
in the other windows. 


How to make good use 
of item d. 

Occasionally sheets are 
longer or wider than the 
screen and scrolling 
down orto the right 
causes us to lose sight 
of the titles. 
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To lock the sheet in this configuration: 
a) From the View menu, select Freeze Panes. 


To remove the Split windows: 
a) From the View menu, select Remove Split. 


To Edit the Split windows: 
a) From the View menu select Unfreeze Panes. 
b) Drag the moveable lines to a new position. 


Saving Your Workbook 


Even if you only have one worksheet it is saved as a Workbook. 
‘There are several places that the current workbook may be saved. They are: 


a) To the ‘My Documents’ folder on the I.T. (Default) 
b) Toa Floppy Disk 

c) Toa PCMCIA card 

d) To a Network 

e) To some other folder on the I.T. 


The Floppy Disk 

If the workbook is to be saved to floppy, the floppy drive must be enabled. 

Place the floppy in the disk drive. Go to the start menu and select Programs and 
then select Load Floppy. The Load Floppy program will not work if there is no 
floppy in the drive. Note that the second time you click on Load Floppy the 
floppy is disabled. 


The PCMCIA Card 

If the workbook is to be saved to a PCMCIA card, the card must be in the 
PCMCIA slot. The I.T. automatically detects the presence of the card and 
creates a folder for it in My Handheld PC. 


The Network 

If the workbook is to be saved to a network, the I.T. must be connected to the 
‘Network and the user must have an account. The Network folder will appear in 
My Handheld Computer. Check with the Network manager to find out what 
folders are available to the students and where they should save their workbooks. 
The chances are that the default network folder is NOT the desired location. (See 
the note below about the Save location) 


To save your workbook follow this procedure: 
a) From the File menu select Save As. 


b) The default location is the \My Documents folder. (See following 
diagram) 
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PCMCIA Card 
APCMCIA card, 
approximately the same 
size as a credit card but 
three times as thick, is a 
storage device. Files 
and programs can be 
saved to and retrieved 
from the card. 
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c) Enter an appropriate name for the workbook in the Name location. 


4d) Select the format in which you want to save the workbook in the Type 
location. The drop down list box has several choices. The default is 
saving as a Pocket Word workbook (.pxl). 

e) Once those decisions have been made, click OK. 


f) Further saving of the workbook to the same location can be achieved 
by selecting Save from the File menu. 


g) Saving the workbook to a different location or with a different name 
or ina different format can be achieved by selecting Save As again 
from the File menu. 


Notes about the Save As dialog box 


There are three important pieces of information that you can alter in the Save As 


dialog box. 


Save 


New folder 
=a male 


location 


Name 


location 
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The Save location 

The document will be saved to this location. To select the Floppy Disk as the 
Save location follow these steps. This example assumes that the Save location is 
currently the default My Documents. 


a) Click on the Yellow tool button with the up arrow next to the words 
“Save As” 


b) The Save location will then be “My Handheld PC”. 
©) Double Click on the Floppy Disk icon. It is not enough to simply 
highlight the Floppy Disk icon, the words “Floppy Disk” must 


appear in the Save location. 


To create a New folder and Save to it, follow these steps. This example assumes 
that the Save location is currently the default My Documents. 


a) Click on the Yellow tool button with the picture of the new folder (next 


to the up arrow). 


b) When the New Folder appears in the window, simply type the desired 
name and press the <Enter> key. The new folder now exists. 


c) To select the new folder as the Save location, double click on it. 
d) The Save location will show \My Documents\New Name. 


e) When the Name and Type have been selected, click on OK. 


The Name location: 

The workbook will be stored under this name. Advise students to choose a name 
that is descriptive i.e. Science Data. The file extension is assigned according to 
the selection made in the Type location. The default extension for a Pocket 
Excel workbook is .pxl 


The Type location: 

Click open the drop down list box. Note that there are several different formats 
available including ‘Excel 97 Workbook’ (*.xls) which you may choose if you 
plan to edit this workbook later on a PC using Microsoft Excel 97. 
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Don't forget to activate 
the floppy disk first by 
clicking on Load 
Floppy from the 
desktop or start menu. 
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Managing Workbooks and Worksheets 


As mentioned in the Getting Started section, Worksheets are opened in Work- 


books. Since it is possible to open several Worksheets inside one Workbook, it 


can be necessary to manage the Worksheets. 


Workbooks: 


When New is selected from the File menu and then Workbook is selected, 
the Workbook and three Worksheets are created. 


When Save As is selected from the File menu it is the Workbook that you 
are naming. 


To password protect your Workbook, from the File menu select Pass- 
word. Enter your password, press <Tab> and verify your password. 
Click OK. 


To remove a password. You must enter the password section with the 
existing password, Blank the Password entry area, verify , and click 
OK. 


Worksheets: 


Your New Workbook has three sheets. They can be accessed by clicking 
on the down arrow next to the name Sheet! (a drop down list box 
appears with Sheet1, Sheet2, Sheet3.) Click on the Sheet you want. 


To Add a new Worksheet to your Workbook: 


a) From the Format menu select Sheet. 

b) Now select Insert. 

c) The Sheet drop down list box now shows Sheet4 as well as 
the others. 


To discard a Worksheet: 
a) From the Format menu select Sheet. 
b) Now select Modify. 
c) Select the Delete button then click on OK. 


To Rename the Sheets: 


If you are using more than one Sheet in a Workbook, you may 
want to give it a more descriptive name that Sheet] or Sheet2. 


a) From the Format menu select Sheet. 
b) Now select Modify. 
c) Click on the Rename button, name the sheet and click OK. 
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OR 
From the Format menu select Rename. 


Changing the order of the sheets: 


When the Workbook is opened, the sheet that is in the first position 
is displayed first. 


a) From the Format menu select Sheet. 

b) Now select Modify. 

c) Select the sheet you want to move. 

4) Click on the Move Up or Move Down button. 
e) Click on OK. 


Navigating the Worksheet with Shortcuts 


Worksheets with many columns and rows can become difficult to scroll 
around. There are many shortcuts that speed up movement inside a 
worksheet. Here are some of them. 


Movement Shortcuts 


Ctrl + Home Beginning of a current row 
Ctrl + Alt + Home Beginning of Worksheet 


Ctrl + End End of current row 
Ctrl+Alt+End End of Worksheet 


Goto menu item 
a) From the Tools menu select Go To. 
b) In the Go To dialog box, select Cell reference or name. 
c) Enter the cell reference (i.e. H45) and click OK. 


Naming Cells (or groups of cells) 
a) Select the cell (or cells) to be named. 
b) From the Tools menu select Define Name ... 
c) In the Names in Workbook box type in a name. 
d) Click the Add button and then click OK. 


To go to a named cell (or group) 
a) From the Tools menu select Go To. 
b) In the Go To dialog box, select Cell reference or name. 
c) Enter the name and click OK. 


For your convenience, the list of names that you have defined can 
be pasted into your worksheet as a reference 
a) Place the cursor where you want the list to start. 
b) From the Tools menu select Define Names. 
c) In the Define Names dialog box, select the Paste List button. 
d) The names and the cells that they name are printed on your 
worksheet. 


NTS Computer Systems Ltd. ©1999 


Knowing a few shortcuts 


can improve efficiency. 
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Shortcut replacements for the TrackPad 


To select a group of cells: 
a) Place the cursor in the upper left corner of the group 
b) Hold down the Shift key 
c) Use the arrow keys to select the required cells. 


To go to or refer toa cell in another sheet: 
a) You need to enter the sheet name and the cell reference or 
cell name separated by an exclamation mark (!). 
b) Example: Sheet2!A6 


Note: Even more shortcuts are available. Select the Help tool button [?]. 
From the Pocket Excel Help screen, select Shortcuts. 

Shortcuts are available for Selecting, Navigating, Entering and Editing, 
and Formatting. 


Cut, Copy, Paste, and Fill 


The Clipboard can be thought of as a part of memory that Windows CE uses to 
store text or graphics that have been Cut or Copied. The Clipboard is available to 
all Windows CE programs and does not empty when the application is closed. 


Important concepts about Cut, Copy, and Paste 


a) Cut and Copy are not enabled unless some data has been highlighted. 


b) Paste is not enabled unless some data has been Cut or Copied (i.e. 
there is something in the Clipboard). 


c) Cut places the highlighted data in the Clipboard and removes it from 
the sheet, 


d) Copy places the highlighted text in the Clipboard without removing it 
from the sheet. 


e) Closing Pocket Excel does not empty the Clipboard. Resetting the 
machine, does. 


To illustrate each of these procedures, we need a New Workbook 


Load Pocket Excel 
Enter the data as follows: 
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Shortcuts for Cut, 
Copy, and Paste 


Cut: Ctrl X 
(Hold down the Ctri 


key and press X) 


Copy: Ctrl C 


Paste: Ctriv 
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Cost Total 


Book 1 $ 11.57 
Pens 10 $ 079 
Paper 3% 256 
Binder 2 1.88 


Amount Due 


Part One: without formulae 


We are going to use this one Worksheet but keep in mind that Copy, 
change Worksheets (or Workbooks), and then Paste is equally effective. 


How to Copy/Paste Data 


A single Cell 
a) Place the cursor in cell A2. 
b) From the Edit menu select Copy. 
c) Place the cursor in cell A10. 
4) From the Edit menu select Paste. 


More than one cell 
a) Select cells A3 and A4. 
b) From the Edit menu select Copy. 
c) Place the cursor in cell A11. 
d) From the Edit menu select Paste. 


How to Cut/Paste Data 
a) Select cells A7 and B7. 
b) From the Edit menu select Cut. 
c) Place the cursor in cell A1S. 
4d) From the Edit menu select Paste. 


Note that this has the effect of Moving the data from A7, B7 
to Al5, BIS. 
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Copy/Paste also allows 
us to transfer data from a 
workbook to a word 
processing document. 
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Part Two: with formulae 
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In cell D2, enter the formula =B2*C2 (* is used as a multiplication sym- 
bol). Press <Enter> and the Total Cost is calculated for the Book item. 
($11.57) 


‘What happens if we copy cell D2 to somewhere else? Will the formula 
be copied? 


a) Select cell D2. 

b) From the Edit menu select Copy. 
c) Select cell D10. 

d) From the Edit menu select Paste. 


The formula is copied and adjusted. The formula B2*C2 has become 
B10*C10. And, of course, the data ($11.57) has not been copied because 
it is not correct, given the fact that we have an adjusted formula. 


‘Will Cut and Paste work the same way? 


a) Select cell D2. 

b) From the Edit menu select Cut. 
c) Select cell D1. 

d) From the Edit menu select Paste. 


It turns out that Cut is literal ~ it moves the formula without adjusting it 
and therefore the data is either moved or recalculated. Either way, cell 
D11 now contains the same formula and data as cell D2. 


Note: To be more selective about what you Copy, from the Edit menu 
select Paste Special. Make your selection from the Paste Special 
selection box. 


How to use the Fill command 


Blank the cells D3, D4, and DS. (Hint: select them as a group, press 
<Delete> and then <Enter>. 


To copy the formula in D2 into the cells below: 


a) Select the cells D2 to DS (Notice we are selecting the cell 
with the formula, D2, and the cells we want the formula to be 
copied to D3, D4, and DS) 

b) From the Edit menu select Fill. 

c) Make sure the Fill Type is Copy and Fill Direction is 
Down. 

d) Click OK. 


The formula is copied and adjusted. Place the cursor in the cell DS to 
see how the formula in D2 has been adjusted. 
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Using the Fill Series command 
Incell A17 enter the word Sunday. 


a) Select cells Al7 to G17. 

b) From the Edit menu select Fill. 

c) Fill Type: Series, Direction: Right, and Series Type: Autofill. 
d) The cells fill with Monday, Tuesday etc. 


It is possible to Fill Series with dates and numbers. 


File Level Password Protection 


If the DreamWriter® I.T.’s are to be used by many students and if they want to 


save their work on the I.T., then protecting their Worksheets with a Password is a 
good idea. 


To protect a Worksheet follow these steps: 
a) Save the Worksheet. 
b) From the File menu select Password... 


c) Enter a password, press <Tab> and enter the password again. 
Press <Enter> or click on OK. 


NOTE: Adding a password is considered to have changed the Worksheet. 
Ifyou close without saving, a Windows alert box will ask if you want to 
save the changes to the Worksheet. If you want the password to stay in 
effect, answer ‘Yes’. 


To remove the Password, select Password..., blank the Password box and Save. 


Advanced Features 


Load Pocket Excel 
Retrieve Sample Sheet 1 


Sorting 


Sorting means arranging data in logical order. Text can be arranged 
alphabetically and numeric data can be arranged from small to large. 
Ascending means starting with the smallest number or the word closest 
to the start of the alphabet. Descending means the reverse. 


Example of Sorting Data: 
a) Select cells A3 to C7. 
b) From the Tools menu select Sort. 


c) Inthe Sort by drop down list box, select Column B. 
d) Select Ascending. 
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Students do need to be 
involved in a discussion 
about passwords. They 
must learn to pick a 
password they can 
remember and that if 
they forget their 
password, they cannot 
‘see their file. 
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e) Notice that Column B is arranged smallest to largest. 

f) Note also that because we selected columns A and C, that 
data has moved with the data in B. i.e. 39 is still the reading 
for Thursday. This would not have happened if we had 
selected only column B. 

g) From the Edit menu select Undo Sort. 


Auto-Filter 


Insert 
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Filtering means showing only the data described by the filter i.e. cells 
with the word Total in them or cells with numbers larger than $6.00. 


Load Pocket Excel. 

Retrieve Sample Sheet 1. 

We are going to filter based on the data in Column C, All data showing 
noon temperatures less than 65 degrees will be hidden. 


Example of Filtering Data: 

a) Select cells C3 to C7. 

b) From the Tools menu select AutoFilter. 

c) Use the new Cursor(cross) to drop down the list box at the 
end of cell C3 — shown by a down arrow. 

d) From the drop down list select Custom... 

e) Drop down the box labeled: Show rows where column. 

f) Select: is greater than or equal to. 

g) Inthe box to the right enter 65 and click OK. 

h) Since Rows 3, 4, and 7 meet that criterion, Rows 5 and 6 are 
hidden, 


To recover the Hidden rows: 


a) Drop down the box in Cell C3. 
b) Select (All). 


To tum off AutoFilter: 
From the Tools menu, deselect AutoFilter. 
Function 
A Function performs the work of a formula. Many functions are built in 
to Pocket Excel and can be inserted (copied) into the formula line. 
The most valuable property of Insert Function is that the format of the 


function tells you how to use it. 


Load Pocket excel 
Retrieve Sample Sheet 2. 
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Before we begin: 


a) From the Tools menu select Insert Function. 

b) In the category box select All. 

c) Highlight the functions listed and notice that there is a Descrip- 
tion box that tells you what the function does. 

d) Scroll through the functions to see what is available. 

e) Close the Insert Function dialog box and return to your Sheet. 


Our intent is to examine the data in Column D and place an alert in 


Column E if the temperature difference is more than 10 degrees. “if... then ...” allows us 


, ‘ to say “If this is true, 
Example of Inserting a Function: then do this. If this is 


not true, then do that”. 
a) Place the cursor in E3. 
b) From the Tools menu select Insert Function. 
c) Scroll to the function IF(logical_test, value_if_true, 
value_if_false). 
d) Click OK. 
e) The function appears in the formula line. However, although 
we have the format, it needs to be edited. 
f) Click the cursor in the formula line and make these replace- 
ments: 
- replace logical_test with D3<J0. 
- replace value_if true with “Warning”. 
- replace value_if false with “OK”. 
g) Press <Enter> 
h) Select cells E3 to E7 
i) From the Edit menu select Fill. 


j) Make sure that Fill Type is Copy and Direction is Down. 
k) Click OK. 


Because Row 6 has a temperature difference of 9 degrees, the warning is 
given. All other cells show O.K. 


The Tool Buttons and the Tool Bar 


Ble Edt View Format Tools ey pee = tee 
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The Tool Bar 

The Tool Bar is actually a series of shortcuts. All of the functions available from 
the tool buttons can be accessed from the menu system but the tool buttons are 
more immediate, For example, clicking on the $ tool button has the same effect 
as choosing the Format menu and selecting Cells then selecting the Number tab 
and selecting Currency and clicking OK.. 
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Tool Tips 

Tool tips are explanations of the function of the tool button. To see the tool tips, 
double tap on the tool button but hold your finger down on the second tap. The 
tool tip will appear. 


Keyboard Shortcuts 

When you activate the tool tip for a tool button, next to the explanation is the 
keyboard shortcut. For example, activating the tool tip for the magnifying glass 
tool button(far right) tells us that the tool is Zoom and the keyboard shortcut is Alt 
+2Z. The Zoom function can be activated by holding down the Alt key and 


pressing Z. 


A reasonable activity for beginning Worksheet Users is to make a list of the tools 
and their functions and the Keyboard Shortcuts. The chart can be extended to 
indicate where in the menu system each tool function is located. Example below: 


Tool Function Shortcut Menu 
B Makes Boldtext Ctrl+B Format...Cells...Font tab...Bold 
Scissors Cut Ctrl +X it. 


Sample Projects using Pocket Excel 


The concept of Functions 


Worksheets are a useful tool for introducing the concept of function. 
Young children can use the worksheet to work with simple functions such 
asn+5or2n-1. 


Example: 

a) Open a New worksheet 

b) Incell Al type “Input (n)”, in cell BI type “Prediction”, in 
cell A4 type “Function” and in cell B4 type “n +5”. 

c) In cell D2 type the formula =IF(A2 + 5 = B2, “YES”, 
“NO”). <Enter> 

d) Try the function by entering 8 in cell A2 and 13 in cell B2. If 
the student's prediction is correct, cell D2 will show YES. 

e) Format cells Al, B1, and D2 so each has a different color 
background (Fill). 


Functions can be more complicated for older or more advanced students. 
Assignment 


Create a more challenging function for students to check. Use the same 
worksheet. Start at Cell A7. 
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Having students invent 
their own functions is an 
excellent experience. 
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Conversions 


Worksheets are useful tools for converting from one set of units to an- 
other. 


Example: 
a) Open a New worksheet. 
b) Incell Al type “$US”, in cell Cl type “$Cnd”. 
c) Incell C2 type the formula =A2*1.515 <Enter> 
d) Enter 85 in cell A2 to find out how many Canadian dollars you 
will get for 85 US dollars. 
e) Format the cells A2 and C2 to show currency. 


Assignment 


Create another conversion. Perhaps Fahrenheit to Centigrade or inches 
to centimetres, 
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Getting Started With Pocket Access 


You probably have Microsoft Access on your PC. It is a very sophisticated tool 
for creating not only databases but also the interfaces, reports and queries that are 
part of a database program. 


Pocket Access is an excellent tool for showing students what a database is, how 


to construct a database, how to enter data, and, to a limited extent, how to sort 
and organize that data. 


Calenda® contacts 


My 
Documents 


y 


Recle Bry 


What is a Database? 


A database is an organized collection of information. The telephone book is a 
database — generally organized alphabetically by last name. The major advan- 
tage of an electronic database, as we will create in Pocket Access, is its ability to 
store a lot of information that can be sorted and searched very quickly. 


The Vocabulary of Databases 


‘When we look at the Database included with your DreamWriter® L.T., we will 
refer to the words used below. 


a) Databases are often separated in Tables. Each table keeps a portion 
of the information that is relevant to the larger Database. 
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Pocket Access is ideal 
for the classroom. 


A database differs from 
a spreadsheet in that it 
allows you to perform 
sophisticated analysis of 
text as well as numerical 
data. For example, you 
could search for any 
customer that has an‘‘a’ 
in his/her last name who 
lives on ‘First Avenue’ 
and... 
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b) Each table has a structure that consists of Records. Each Record in 
a Table is identical in structure to every other Record but will contain 
different information. In a Table designed to hold information about 
students, each student will have his/her own Record. 
¢) Each Record will have a structure that consists of Fields. Fields | Design isthe most 
contain individual pieces of information such as telephone number or | Crgatabases. Good 
last name or amount owing. Fields can be designed to hold specific | thorough initial planning 
kinds of information such as numeric, character, logical, etc. will avoid situations 
where you cannot get the 
When we design a database we need to ask these questions before we begin. data you require because 
of the arrangement of the 
a) Do I need more than one table in my database? This decision is data or critical data which 
usually based on the amount of information you want to store. The | 88 been omitted. 
a information, the more likely you are to put it in more than one This is a perfect 
p opportunity to teach 
students effective 
b) What fields do I need to include in each of the records? This decision | forward planning skill, 
is based on what information is important. Do you need ages, tel- 
ephone numbers, mailing addresses? Databases also lend 
themselves to teaching 
c) What kind of fields do I need to include? This decision is based on opportunities with themes 
what you want to do with the information. If you want to subtract of consistency and 
how much is owed from credit limit, those fields need to be numeric | @0curacy. 
since characters can’t be subtracted. 
The Three Views of Pocket Access 
In Pocket Access there are three different views available from the View menu. 
a) Database View 
This view shows the tables that are part of the Database and permits you 
to select them or to decide to create a new one. 
[Eee eat “Wow | TE aa [oe] 2 TXT) Ea Ea 
Northwind 
| @§ @§ 2 8 
a a4 18 Customers Employees Order Orders = Products 
sat Procedures Duals 
a @ @ 
Shippers Suppliers Craate a 
new table 
76 NTS Computer Systems Ltd, ©1999 


reonanannaner 


UV 


Anne 


TANANNMANANNANANNANANNK ANS 


be 


TEEEREREEE 


j 
4 


n\n eee 


b) Design View 
This view allows you to indicate which and what kind of fields you want 


to include in the table. 
Be Ex yew] [SI] eres e 
jl] Table: |Categones ae se = 
Des Te Field Size indexed Understanding the three 
ger 


views is the key to easy 


ee bs use of Pocket Access. 


Description Memo 


©) Datasheet View 
This view allows you to enter new data, examine the data, and organize it. 
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Beverages [Sof drinks, coffees, te 
Condiments ‘Sweet and savory saut 

aon fi [Confections Desserts, candies, ani 
Dairy Products Cheeses 
(GrainsiCereals Breads, crackers, par 
MestPoutry Prepared meats 
Produce [Dred fut and bean co 
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The View that you choose determines the menu system available to you. For 
example, you can Print only in Datasheet View. 


We will now look at the database provided by Pocket Access as an example. 
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Viewing an Existing Database 


\ 


As an example of a fairly complex database we are going to look at the 
Northwind.cdb already on your DreamWriter® IT. Pocket Access will have a 
shortcut on your desktop. In order to load Pocket Access you need only to double 
click on the Pocket Access icon. 
An alternate way to load Pocket Access is to follow this sequence: 

a) Click on the Start menu. 

b) Select Programs. 

c) Select Office. 


d) Select Microsoft Pocket Access. 
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To open the Northwind database: 


At the Open/New dialog box select Northwind.cdb and click on OK. 
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The screen is divided by a moveable partition. The left side shows Northwind. 
The right shows the tables that make up the Northwind database (and a create a 


new table icon). 


This is the Database View. (Select the View menu — Database View is 


marked) 
To look at a Table in the Northwind database: 


Double click on the table icon for Categories. 
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|] Table: [Categories 


CatogoryName_ 
Beverages Sofi dinks, coffees, te 
2 Condiments ‘Sweet and savory sau 
etejoys | 3 | Confections Desseris, candies, ant 
4 [Dairy Products | Cheeses 
5 |Grains/Cereals | Breads, crackers, pasi 
& | Meat/Poultry Prepared meats 
7 [Praduce Diied fat and bean cu 
CetegoryName | Beverages 8 [Seafood Seaweed and fish 
* 


Description [Sof drinks, 
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The screen has two partitions. This is the Datasheet View. (Select the View 
menu — Datasheet View is marked) 


The left side shows: 

An individual record in the Customer table. The field names are listed on the left 
(CustomerID, CompanyName, etc) and the data contained in the field is listed 
next to the field name. 

The right side shows: 

A list of all of the records in the Customer table. The field names appear across 
the top of the grid. The grid can be scrolled up, down, left, and right with the 


arrow keys or the scroll bars. 


Note: The partitions are connected in that if you select any record (by clicking it) 
on the right, the entire record is displayed on the left. 


The partitions can be sized by moving the partition. The rows on the right can be 
sized by moving the lines dividing the boxes on the left of the record. 


Data can be edited in either partition by placing the cursor in the field. 
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Note that the left and 


fight windows are 


connected. They show 
the same information in 


different formats. 
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The only View we haven’t seen is the Design View. 


Firm the View menu select Design View. 
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re [categories 
Integer Ascending 
CategoryName Text 15 Yes Ascending 
Description Memo No 
Pett LL DDibal ofa 
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In this view we see that each field has a name, a data type, a size and an indica- 
tion about indexing and how the index is to be sorted, We will learn about all of 
this in the next section called Designing Your own Database. 

To close the Northwind database: 


From the File menu select Close. 


Creating Your Own Database 


We need to plan the 
‘structure of the 
We are going to create a small (not a lot of fields) database to introduce students | database before we 
coming into your class for the first time. begin to create it! 
The Plan 
We will need a field with a unique ID since students can have the same names. 
Since the School District has a unique ID assigned to each student in the district, 
we'll use that. Pocket Access will reserve the space needed for an integer field. 
We need two text fields for the first name and last name. We will select 15 
characters for Lastname and 12 for Firstname. So that the names will appear in 
alphabetical order, we'll indicate Yes for Indexing and Ascending for Sort. 
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= We'll make a text field to identify last year’s teacher so we know whom to 
= contact. Thirty characters should be enough. 
= 
tad We'll make three language fields, since there are three major languages spoken in 
—_ our area, We’ll make them small integer fields so we can enter 1,2, or 3 de~ 
i pending on which language is primary. 


We'll have a field to indicate the student's strength or favourite subject. We'll 
make that a text field of 20 characters. 


There are many more fields we could make use of but for now let’s settle for 


a) At the Open/New dialog box, place the cursor in the Name location, 
type the name NewStudents, and click OK. 


seer these, 

% = Here's a review of what we want. 

= Field Name Type Size Indexed Sort 

— IDNumber integer No 

age] LastName Text 15 Yes Ascending 

en FirstName Text 12 Yes Ascending 

ee i, LastTeacher Text 30 No 

Thar Spanish Small integer No 

ma. English Small integer No Notice that we have not 
a Vietnamese ‘Small integer No yet begun to work with 

sane) Strength Text 20 No Pocket Access! 

ae 

Pg 

ee We now have a plan that meets our needs, 

— 

en Creating the Database 

= Load Pocket Access. 


Openywew [I ok] FE: i] [2] fox} 
‘\My Documents: 
Northwind 
‘Shortcut to InkWriter Templates 
|Shortcut to Office Templates 
‘Shortcut to Sensing Science Setups 


FGA EL 


FAR GL 


AB AB AS 


Name: |NewStudents ‘Type: [Database Volumes(*.cdb) | ¥| 


b) The Database View is presented. On the right side of the screen 
there are, of course, no tables yet but there is an icon for a New 
Table. 


c) Click on Create a New Table. 


DULTOREREV PPT 
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d) The View presented is Design View. Now we have a chance to 
create the records for the new table. 


e) The cursor is in the Field Name column. Enter JDNumber and press 
<Enter>, 


f) The cursor moves to the Data Type column. From the drop down list 
box select Integer and press <Enter>, 


g) In the Field Size column, press <Enter>, Pocket Access has chosen 
the field size for an integer. 


h) In the Indexing column, press <Enter> to select No as we had 
previously planned. 


We have now entered one field. There are 7 more fields to go. 
i) In the Field Name column for the next field, enter LastName. 
j) In the DataType column enter Text. 

k) In the Field Size column, enter 5. 

1) In the Indexed column select and enter Yes. 

m) In the Sort column enter Ascending. 


The next field is FirstName. Continue to enter the field data until you 
have created all 8 fields and your screen looks like the one below. 


(oe a ome SE TET 


||] Table: [ Create a new table 
Field Na [ata type [Fiotd Size [indexed [Sot 
TDNumber integer No 
LostName Text 15 Yes Ascending 
FirstName Toxt 12 Yos Ascending 
LastTeacher Text 30 No 
Spanish Small Integer No 


English ‘Small Int No 
Vietnamese ‘Small Integer No 
Strength Text 20 No 


[atistat [[QNewstudents Sscarm wl 
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To Edit any of the Field data just click on the part you want to Edit and 
type over or select again.. 


Now that the table structure has been created, we need to save it. 
Saving the Table 

a) From the File menu select Save As. 

b) In the Save As dialog box enter the name Personal. 

©) Click OK. 


d) The table will be saved with the database in the My Documents 
folder. 


Exit Pocket Access. In the next section we will load the new database and its 
table and enter some data. 


Entering Data 
Load Pocket Access. 


From the Open/New dialog box select the NewStudents.cdb database and click 
OK. 


You are presented with the Database View. Double click the icon for the table 
Personal. 


You are presented with the Datasheet View but of course there are no records 
since we haven't started entering data yet. 


Entering data 


a) Entering data is as simple as typing the required data in the proper 
place. 
b) The cursor is in the IDNumber field. Enter / and press <Enter>. 
c) LastName Martinez <Enter> 
d) FirstName Jose <Enter> 
e) LastTeacher Mrs.Barton <Enter> 
f) Spanish / <Enter> 
g) English 2 <Enter> 
h) Vietnamese (leave blank) <Enter> 
i) Strength Math <Enter> 
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You are now back at IDNumber for the next student. Enter the following stu- 
dents plus a few more that you make up. 


!ONumber LastName FirstName LastTeacher Sp En Vi Strength 
2 Franklin Sylvia Mr.Gordon 2 7 English 
3 Nguyen Maya Mrs.Barton 2 1 Science 
4 Bronson _Steven Mrs.Barton 1 PE. 


As you invent some new students, continue with the numbering system. Use 
Mrs.Barton and Mr.Gordon for the LastTeacher and have at least one more 
student speak Vietnamese as a primary language. 


Since the data is saved as we enter it, we can close the table without fear of 
losing any data. 


To leave the table you may: 


a) From the View menu select Database View. 
b) From the File menu choose Close. 
c) Click on the ‘X’ in the upper right hand corner of the screen. 


Both choice b and choice c above will close Pocket Access. 


We now have a database (NewStudents) with one table (Personal) and at least 
four records in the table. 


We need to look at some of the ways we can organize this data. 


Indexing, Filtering, and Sorting 


The records in the database can be manipulated to show us just the records we 
want to see or to show us all of the records arranged in a special way. 


Indexing 


As we saw during the creation of our table (Personal), we asked that the 
table be indexed on LastName and then on FirstName. The indexing 
process actually creates another file that keeps the records in the re- 
quested order and automatically displays them that way. When a new 
record is added, the record is automatically placed in the correct spot in 
the index file and is consequently always displayed in the required 
sequence. 

That's why when we enter Abrams as our tenth record it is displayed 
very near the top i.e ahead of Bronson et al. 


Since indexing is part of the table structure it is remembered even after 
the table has been closed. 


The choices for indexing are limited: Ascending or Descending. As- 
cending means starting with the smallest number or the word closest to 
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The more data you have, 
the more interesting and 
useful the sorting and 
filtering becomes. 
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a the start of the alphabet. Descending means the reverse. 
pat 
= 
ac) The decision to index ona particular field is usually made when the table 
) is created. 
plies 
ile 
ithe} Sorting 
a4 
oe 
"3 Load Pocket Access and select the Personal table from the NewStudent 
= database. 
= 
a Sorting means arranging data in some logical order. Text can be ar- 
A ranged alphabetically and numeric data can be arranged from small to 
et large. Ascending means starting with the smallest number or the word 
== closest to the start of the alphabet. Descending means the reverse. 
Se Sorting is done in Datasheet View. 
— 
a5 How to Sort on the LastTeacher field: 
<a 
in a) From the View menu select Datasheet View. 
et b) Click on the LastTeacher field name thus highlighting the entire 
te column. 
Fn c) From the Records menu select Sort Ascending. 
_ d) Mr. Gordon will appear first because we chose Ascending. 
= 


Mrs.Barton will appear next. A useful side effect of Sort is that all 
records with the same data in the sort field will be displayed in 
sequence. 

e) Click on LastTeacher again. 

f) From the Records menu select Sort Descending. 

g) The decision is made entirely on the field chosen — the indexed fields 
have no influence on the order when Sort is chosen. 


1 
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How to Sort on more than one field: 


a 


a) Enter two more students: Arnie Johnson and Amelia Bronson — 


deer z When selecting more 
make English their primary language and Mrs.Barton their 


than one field, the fields 


LastTeacher.. must be adjacent to one 

b) Select the LastName column and hold down the SHIFT key as you another. Sorting is not 
select the FirstName column. remembered after the 

c) From the Records menu select Sort Ascending. database has been 

2 d) Notice that Amelia Bronson comes before Steven and Arnie closed. 

4 Johnson comes before Frank. 

= 

_ Filtering 

= 

as Filtering means showing only those records described by the filter 

a> statement i.e. all records where LastTeacher is Mrs.Barton. Records not 

aie meeting the filter criteria are hidden. 

so 


_ Filtering is done in Datasheet View. 
4 Load Pocket Access and select the Personal table from the NewStudent 
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How to filter on the the English language field: 
(i.e. how to get a list that shows only those students who have Eng- 
lish listed as a primary language.) 


a) From the View menu select Datasheet View. 

b) Place the cursor anywhere in the English column (this is faster but not 
necessary) 

c) From the Records menu select Filter. 

d) In the Field drop down list box make sure English is selected. 

e) In the Value box make sure you see 1. 

f) Click on the Run Filter button. 

g) Only those records that show English as 1 will be displayed. 


How to tum off the Filter: 


a) From the Records menu select Filter. 

b) Make sure the Field is English and the Value is 1. 
c) Click on the Show All button. 

d) All records are now showing. 


To hide records that meet the filter criteria: 


a) From the Records menu select Filter. 

b) Make sure the Field is English and the Value is 1. 

c) Select the Exclude these values box. 

d) Click on Run Filter. 

e) Only those records that DO NOT have | in the English field will 
show. 


f) From the Records menu select Filter and Click on the Show All button. 


What is SQL 


SQL stands for Structured Query Language. It is a programming language 
and is beyond the scope of this guide. 


A simple example may help to illustrate the power of this language. 

When we were filtering the Personal table we were not able to involve more than 
one field. We were not able, for example, to see only those records that con- 
tained LastTeacher Mrs.Barton and Spanish as a 1. We could filter on one of 


those criteria but not both. 


An SQL procedure would allow us to ask for that information. We could also 
Save the procedure so that it could be run whenever we needed it. 


Here is an example of a simple SQL procedure: 


Load Pocket Access. 
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Select the NewStudent Database and the Personal table. 
From the View menu select SQL View. 


ead CoM KY 


‘SQ: 
SELECT * FROM “Personal” where LastTeacher="Mrs. Barton” AND English="1" 


Ble _Edit_View Bun! 


‘The default SQL command is SELECT (there are dozens of SQL commands). 
Make the sentence read as follows: 


SELECT FROM “Personal” where LastTeacher = “Mrs.Barton” AND 
English = “1” 

Press <Enter> 

On the menu bar select Run! 

Notice that only those records meeting the two criteria are shown. 


In order to learn more about SQL, you could consult the Pocket Access Help file 
and the Access Help file on your PC. There are many books about SQL. 


Printing Your Database Table 


You may print only in Datasheet View. 
There are four ways the DreamWriter® can communicate with a printer: 
a) through the IR port if the printer also has an IR port. 
b) through a parallel cable. 
c) through the network connection - see information in Appendix, 
d) through the serial cable - see printing in information in Appendix. 


Load Pocket Access, Select the NewStudent database and the personal table. 


a) From the View menu select Datasheet View. 
b) From the File menu select Print. 


There are several settings that can be changed. The two most critical are the 
Printer and the Port settings. 


Printing using the IR port 
Printer 
Determine if your printer is listed in the drop down list box. Older dot 
matrix printers are often Epson Compatible. If you are not sure what to 
select, ask your technical support person. The printer selected here will 
remain the default until you change it. 


Port 
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To print using the IR port select IRDA from the drop down list box. 


The other settings are discussed below. 


Printing using a parallel cable 


Print Range: /Ortentation 
@4 @ Porat 

O Stlection Otandscane 
‘Margins (inches) 

tat: 25" top: fF 

aiht: [Tas otto: FF 


Connect the parallel cable to the parallel port in the back of the 
LT. (for more information see the I.T. manual) and the parallel port of the 
printer. 


Printer 

Determine if your printer is listed in the drop down list box. Older dot 
matrix printers are often Epson Compatible. If you are not sure what to 
select, ask your technical support person. The printer selected here will 
remain the default until you change it. 


Port 
To print using the parallel cable select LPT1 from the drop down list box. 


The other settings are discussed below. 


Additional printing selections in the Print dialog box 
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Net Path 
If Network is chosen in the Port option, you will need to enter the path to 
the Network printer. The Network manager has that information. 


Paper Size 
North American: 
Letter is 8.5 inches by 11 inches 
Legal is 8.5 inches by 14 inches 
European: 
A4 is 210 by 297 mm 
BS is 182 by 257 mm 


Draft Mode 
If the printer supports this option, draft mode will print in a lower resolu- 
tion and therefore be faster. 
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Color 
Ifthe printer supports it, checking this option will print in color. Ifthe 
option is disabled, the printer chosen does not support color printing. 


Print Range 
The default is ‘All’ which means that by default the entire database will 
print. If however, you want only a portion of the database to print (i.e. 
just the first field) then you must: 

a) highlight the required text 

b) Select the ‘Selection’ radio button 


Orientation 
Portrait means that the paper is to be read in vertical format. 
Landscape means that the paper is to be read in horizontal format. 


Margins 


measured in inches from the edge of the paper to the beginning of the 
text. 


The Three Main Screens: Database, Datasheet, 


and Design 


Each of the three main working areas in Pocket Access has different properties 
and, in some cases, different menu items. Below is a brief review of each screen, 


Database View 


FUG 


7] x 
] Database View menu 
3S items 


Create a New database: 


a) From the File menu select Open/New Database. 

b) In the Name box enter the name of your new database. 

c) The left hand window heading will be the name of your new database. 
Create a New table: 

Double click on the Create a new table icon in the right hand window. 
OR 


a) From the Edit menu select New Table. 
b) You will be presented with the Design View for your New Table. 
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Choose a Database with which to work: 

a) From the File menu select Open/New Database. 

b) From the list of databases (.cdb) select the one you want and click 
OK. 


Choose the table you want to work with: 


After you have selected the Database, click on the Table icon in the right 
hand window. 


Deleting or Renaming a table: 
From the Edit menu select either Delete Table or Rename Table. 


Design View 


Ble Eat view | EU CIRe |) a FILA] oer x 
Table: Create a new table og 
fr Field Name _ [bata Type [Fieta Size [indexed 
TDNumber Integer No 
LastName Text 15 Yes Ascending 
FirstName Text 12 Yes Ascending 
LastTeacher Text 30 No 
Spanish ‘Small Integer No 
English ‘Small Integer No 
Vietnamese ‘Small Integer No 
“fo Text 20 No i] 
"| 


scam Al 
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Selecta field: 


a) Click in the selection box immediately to the left of the first field. 

b) You may select more than one field by dragging the cursor over the 
selection boxes. 

Select a field property: 


Click on the field property . 


Design View menu items 
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After a field has been selected: 


a) To deletea field: 


From the Edit menu select Delete Field. 


b) To Movea field: 


From the Edit menu select Move Field Up OR Move Field 


Down. 


There are several ways to add 


a New field: 


From the Edit menu select Add Field 


OR 


Click the cursor next to the selection box with the * 


OR 


From the Navigational Tool at the bottom of the screen choose 


the button with the * 


Datasheet View 


= ae es IIE AIT 


[e@istart [[QNocthwind 


|) Table: [Categories 
Doscription 
‘Soft drinks, cof 
z Sweet and savory saut 
3 | Confections Desserts, candies, ant 
2 iene 
eategery 7 | Dany Products Chex 
% | Grains/Cereals Breads, crackers, pasi 
6 | Meat/Poury Propared moats 
7 [Produce Dried frat and bean cu 
|CategoryName | Beverages 8 | Seafood ‘Seaweed and fish 
* 
Description [Sof drinks, 
recor: WE IT__ALeLabel os TT 


Note: You cannot move from Design View to Datasheet View unless the 


Design has been Saved 
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The Datasheet View has three formats in which the records are displayed. 


To display the data in a full screen form 
a) From the View menu select Display. 
b) Now select Form. 


To display the data in table form much like a worksheet 
a) From the View menu select Display. 
b) Now select Tabular. 
c) Ifyou want to remove the lines separating each field: 
- From the View menu select Column. 
- Now deselect Gridlines . 


To combine the two views (default) 
a) From the View menu select Display. 
b) Now select Split. 
c) The form view is in the left hand window and the tabular in the right. 


The Records menu item provides a way to find individual pieces of data: 


To find and replace a particular piece of data 

a) From the Records menu select Replace. 

b) In the Replace dialog box indicate what you want to find (say a 
student’s firstname). 

c) Indicate what you want it replaced with, which field it is found in, and 
if you need a partial match. 

d) Select start from the top or leave it blank if you want the search just 
from the cursor and below. 

e) Select the appropriate button from the Replace button bar. 


To copy data from one table to another 
a) Select the required data. 
b) From the Edit menu select Copy. 
©) Place the cursor in the correct table. 
d) To append (i.e. add to the end of the database), from the Edit menu 
select Paste Append Record. 


Navigation Toolbar 
There is a Navigational tool at the bottom of the screen that permits you to move 
randomly within the database. 


Go Top 
(Go Previous 
What record is current 


Go Next 
Go Bottom 


CEPT. Te O} 


stat |[QNewstudents: [Sscom Al 
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Pocket Outlook in the Classroom 


Pocket Outlook is a streamlined version of Microsoft Outlook. Although Out- 
look was designed to perform many business functions relating to appointments, 
communications and task management, there are many ways in which this 
software can be used to enhance learning and teaching. The information in this 
guide is limited to some useful applications in a school setting. 


Pocket Outlook consists of four related modules: 
Inbox to send and receive email. 


Calendar to keep track of events (sports, academic, and social), important 
meetings (clubs), and special days (fund raising, celebrations, spirit days). 


Tasks to keep track of what needs to be done and when (homework, tests, 
projects). 


Contacts to keep track of names, addresses, phone numbers and email addresses 
(Students, teachers, and resource people). 
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Using Inbox 


Inbox is the module that allows students and teachers to send and receive email 
messages, 


Before you can send email messages you must have 
a) Set up a Dialup or a Network connection (See Appendix). 
b) Have an account on your network or with some Internet pro- 
°) eus Internet email service (See Appendix). 
Assuming the above is in place you can send and receive email. 


Loading Pocket Outlook (Inbox) 


a) From the Start menu select Programs. 
b) Then select Pocket Outlook and then Inbox. 


OR 


Double click on the Inbox icon on your desktop. 


Important Note! 
Adialup connection 
can only be made if you 
have an ISP (Internet 
Service Provider). An 
ISP is a business that 
leases phone lines and 
sells access to the 
Internet through those 
phone lines and their 
computer equipment. 
When you purchase an 
account, you generally 
get an electronic mailbox 
and a specified number 
of hours per month of 
access to the Internet. 
When you get the 
account you are givena 
phone number to call and 
the required passwords 
to get on to their system. 


A network connection 
means that your 
computer is attached to 
a network which is 


=D actvesync [st | From ‘Subject ~~ [bata ¥ Tsize 


Deleted (local) 
tinier] 


Outbox 
@ Sent 


x] | constantly attached to 
the Internet. You will 
most likely have a 
network password which 
gives you access to the 
network and 
consequently to the 
Intemet. 
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To send an email message with a DialUp connection 


udu 


From the Services menu select Connect. 


OR 


ciaiddadaa 


From the Dialup Connection Box select Connect. 


To send an email message with a Network connection 


From the Services menu select Connect. 


. 

~ 4 To compose and send a message 

‘3 

ee, a) From the Compose menu select New Message. 

“ie b) In the To: area type in the email address of the person to whom you 

Si, are sending the message. An e-mail address looks 
= c) The Ce: area is for the address of anyone else that you want to like this: 

2 receive a copy of the message. This may be left blank. : : 
—s 4) In the Subject area type in a word or phrase that describes what your | fend@dreamwriter.com 

a. message is about. Since some people scan their email and choose 

aa. which ones to read, the subject entry may be helpful in encouraging | Email name of 

mee them to read yours first. pereon to when 

ee _.. e) Click the cursor in the body of the text and type your message. hora 

= mT f) Click on the Send icon when you are ready to send the mail. Address of the 

oo person's mail 

— account. 

— Itis possible to send a complete document to a teacher or a student by 

a attaching it to an email message. For example, if a student writes an ; ; 

—— essay in Pocket Word and then wants to send it to her teacher, she would | ‘ts Internet Etiquette to 

a follow these stops always fill in the subject 
ot matter window when 
ee sending email. 


Ifa teacher had an outline of a project, he could email it to all the students 
in his class. 


wu 


To Send an assignment to a teacher 


— Sending Assignments 
“ a) From the Compose menu select New Message. ene Cone 
—_ b) Enter the email address and the subject matter. ail other fle types cen be 
ie, c) Type in the message ‘My assignment is attached.’ attached to an e-mail 
ree d) From the File menu select Attachments ... Add Attachment message and sent with 
— ¢) Inthe Add Attachment dialog box locate and highlight the document | the message. This allows 
a4 you want to send. Click on OK. the sending of 
ee) f) Notice that just below the body of the text area, the attachment is assignments and 
= identified. projects which have been 
= 4 g) Click on the Send icon. ealed with computer 
= When you receive a message with an attachment, the name of the file Pocket Word, 
= “5 appears just below the body of the text area. 
mm. 
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[To: myteacher@school net 
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: Assignment 2 g 
IMy assignment is attached | 
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To recover an attached document 
a) Double click the document. A document written in Pocket Word, for 
example, will load Pocket Word and display. 
b) Ifthe document is something you want to keep, Save it in the same 
way you save any Pocket Word document. 


To disconnect from the mail server 


a) Close the message window. 
b) From the Services menu deselect Connect. 


Using the Calendar 

The calendar is a useful way to keep track of events. The following example 
records a professional day set aside to meet with parents and also makes two 
specific appointments for parents who can’t arrive at any other time. 


Loading Pocket Outlook (Calendar) 


a) From the Start menu select Programs, 
b) Then select Pocket Outlook and Calendar. 


OR 


Double click on the Calendar icon on your desktop. 
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i To enter the professional day 

— 

= From the View menu make sure Day is selected. 

— 

=— OR 

aaa 

—— a) Click the Day tool button. 

— b) From the File menu select ‘New All Day Event’. 
a c) In the appointment dialog box type ‘Professional Day - Parents’ as 


adescription. 

d) Click the down arrow next to Location and type in ‘In my classroom 
after 10:00am’. 

e) Click the down arrow in the drop down list box for the Start date and 
select the date. To select a date from the calendar, click on the date. 
Select a date 1 week ahead of today’s date. 

£) Accept the default ‘This item occurs once’. 

g) Make sure the All Day Event box is not checked (de-selected). 
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h) Select ‘Reminder.’ Click on the icon of the bell. In the Reminder 
Settings dialog box, leave the settings at the ‘15 before the event’ 
default and click on the Reminder Options button. 


Professional Day - Parents 
In my dassroom after 10:008m, 


i) Inthe Notification Options dialog box, from the drop down list box 
select Alarm 3. Click on OK, Click on OK to close the Reminder 
Settings box, 
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j) Click in the ‘Select here to add notes..”, In the full screen note area 
that opens up, type in ‘Remember to take my IT and my Teach- 
er’s Guide to show parents’. Click on OK. 

k) Accept the default Show time as: “Busy” 

1) Click on OK. 


Notice that when you return to the Day View, you can still make indi- 
vidual appointments because this is just saved as an All Day Event. We'll 
make an appointment for Mrs.Svenson who works and can see you only 
at 1:00pm. 


Place the cursor in the 1:00pm slot to highlight that time period. (Not 
necessary but faster). 


To Add Mrs. Svenson’s appointment 


iGu 


Double click on the highlight bar opposite 1:00 to open the Appointment 
dialog box. 


OR 


a) From the File menu select New Appointment. 

b) Fillin the appointment information as before with 3 exceptions: 
- Do NOT select the ‘All day event’ box 
- Fill in the Starts time as 1:00pm 
- Fillinthe Ends time as 1:30pm 

c) Click on OK 
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Notice that on the Day View, Mrs.Jonson’s appointment is now marked. 


Add a new Appointment for the Franklins who are arriving at 10:00am. 


To edit an appointment 


Click anywhere in the area outlined for the appointment and by moving 
the large arrows you can alter the times of the appointment. 


OR 
Double click and edit the information in the Appointment dialog box. 
OR 


From the Edit menu select Edit Item 


To delete appointments 


a) Click on the Agenda tool button (or select Agenda from the View 
menu) 

b) Select the appointment to Delete 

c) Click on the Delete tool button (or select Delete Item from the Edit 


menu) 
d) Confirm the Delete in the Calendar dialog box. 


To look at the different Views 
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a) Select the Day view tool button and the day that you have scheduled 
the Pro D day. 

b) Select the Week tool button. Note that all the editing tools are avail- 
able to you. Note the ‘*’ on the column header for that day. 

c) Select the Month tool button. Note the ‘*” indicating an all day 
event. Note the clock indicating the specific appointment. Note the 
new tool buttons: Month and Year. 

d) Select the Year tool button. Note the marker for today and the Bold 
type indicating a day with appointments. Note the new tool button: 
Year. 

e) Select the Agenda tool button, The All Day Event is listed, as is the 
appointment for Mrs.Jonson. The triangle (Delta) next to the word 
‘Date’ in the first column header can be clicked on to reverse the 
order of the list. 


‘As an exercise in organizing and planning, students could be asked to 
make a calendar that showed their weekly schedule including any clubs 
or Sports practices that they attended at noon or after school hours. 


Hint: When scheduling Math classes that happen every Monday from 
9:00am to 10:00am, students could select “This item repeats every (day 
of week)’ from the drop down list box that defaults to “This item occurs 


once.’ 
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Using the Task Manager 


In this section we are going to make a ‘to do’ list for a student, We are going to 
create three categories: Tests, Homework, and Projects. We will enter two tests, 


two homework assignments and a major project due in the next three weeks. Tracking assignments 
and due dates can help 

Loading Pocket Outlook (Task) to organize students and 
improve performance. 


a) From the Start menu select Programs. 
b) Then select Pocket Outlook and Tasks. 


OR 
Double click on the Tasks icon on your desktop. 


Creating Categories is useful in that Tasks allows us to view tasks by category 
i.e. all Homework. The categories act as a filter. 


Ble Edt go Took | [i] [let a] arene 
Status [4 | Tasks Starts 

[Select here to add a new task 
lsat [OTs free em Al 


To create Categories 


a) From the Edit menu select Category List. 

b) In the Categories dialog box type in the category Tests and click on 
the Add button. 

c) Add the categories Homework , and Projects. 

d) Check the drop down list to make sure you have added the three new 
categories. Click on OK. 
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To Add a New Task 


a) From the File menu select New Task. 

b) In Task Description type ‘A serious Social Studies project on Egypt 

c) Select the down arrow in the ‘Due’ drop down list and select a date 
three weeks from today. 

d) Accept ‘This item occurs once.’ 


€) Select the reminder box. Click on the icon of the bell. This Is an opportunity to : 
f) Select 1 Day before the Due date and click the reminder Opti bremnes orvenizetion that 
ay before the Due date and click the reminder Options goes beyond the : 
button assignment. —— 
g) Choose Alarm 3, Click OK. Click OK to retumn to the Task dialog a 
box. ow 
h) Click in the Note area (Click here to add notes) and type in ‘Impor- og 
tant project worth 45% of the term mark, Need to reserve a 
internet time and books in the library’ Click on OK. ong 
Re 
c 
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i) Click the Category icon (see diagram). Select Projects. 
j) Click on OK. 


The Project is now recorded. 


i. fle Edt Go Took |][oi] X|Iew_Sa]| ¥ liters 2] ja ESI 
ibs. ft | Tasks: Starts. Due [eae 

= Sut [Select here to add a new task 

re] Ce ee | 

72 Add the following by selecting ‘Add Task’ from the File menu. 

Fr a) A Math homework assignment due three days from today. Don’t 

P_ forget to assign it to the Homework category. 

—_ b) An English homework assignment due two days from today. Home- 

a work category. 

aun c) A Science test one week from today. Assign it to the Tests category. 


To see just your Homework assignments 


a) From the Tools menu select Filter on Categories. 

=a b) Inthe Filter dialog box, select Homework and deselect all other 
categories. 

©) Click on OK 


When the Homework assignments are listed, click on the column header 
‘Due’. The Delta symbol (triangle) indicates in which direction (soonest 


- to latest) the Homework assignments are listed. Clicking on the column 
ers header ‘Due’, changes the listing. 

-_ 

i Overdue assignments will print in Red on the screen! 
— 

—_ 

~ 

= 

— 

me) 
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To Edit a task or to show it is Completed 
a) Select (highlight) the task on the task list. 
b) From the Edit menu select Edit Task. 
c) Change any of the entries (due date for example) and click OK. 
OR 


Select the Completed box. Click OK. 


Completed Tasks will not show unless you specifically ask for them i.e. 
select Completed Tasks from the drop down filter list box. 


To Delete Tasks 


eo oe oe | 


a) Highlight (select) the task(s) you want to delete. 
b) From the Edit menu select Delete Task 
c) Confirm the Delete. 


To Delete Completed Tasks 


a) From the Edit menu select Delete Completed Tasks. 
b) Confirm the Delete 


To print a list of the outstanding Homework assignments 


oY 


a) From the Tools menu select Filter on Categories. 

b) Select Homework. 

©) Click OK. 

4) From the Edit menu select ‘Select All’. 

e) From the File menu select Print. 

f) Make any needed adjustments in the Print dialog box and click OK. 


Ay 
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Using Contacts = 


In this section we are going enter people with whom we may want to communi- 
cate — either by phone or email. We are going to place some of the names into 
groups i.e. Student Council, Softball team etc so that we may send messages to = 
the group. We are also going to learn how to send contact information to other 
IT users via the IR port. 


Loading Pocket Outlook (Contacts) 


Busidl 


a) From the Start menu select Programs. 
b) Then select Pocket Outlook and Contacts. 


OR = 


Double click on the Contacts icon on your desktop 
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To Add new Categories 
a) From the Edit menu select Category List. 
b) Note that these are the same Categories you worked with in 
Tasks. Enter Student Government. Click on the Add button. 
c) Enter Softball Team. Click on the Add button. Click on OK. 


To enter a Contact 


a) From the File menu select New Contact. 


< Company > 


© Burress Address > 


b) Enter the name Juanita Perez. 
c) Tab or move the cursor to the <Title> box and enter President. 

d) Tab or move the cursor to the Email box and enter jperez@ntsit.net, 
e) Click on the Categories icon. 

f) Select Student Government. Click on OK. 
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It may be useful to build 
a database of people 
who can help with 
curriculum or school 
events. 
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Juanita Perez 


[Select here to add notes... 


Ad the following students (at least) to the Student Government List by 
following steps a-g again: 


Enter the name Joe Thompson. 
Tab or move the cursor to the <Title> box and enter Vice President. 
Move to Email and enter jthompson@ntsit.net. 

Click on the Categories icon and select Student Government. 


Enter James Jablonski, Treasurer, jj@ntsit.net’, Student Government 


Enter Samantha Smythe, Sports Rep., ssmy@ntsit.net, Student Gov- 
ernment. 


By now we have at least 4 student contacts all belonging to the Student 
Government category. However, the only information that shows on the 
screen is the Filed As column. 


To Change the column headings to show what you want to see 
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a) From the Tools menu select Customize columns. 


[customize Columns 


b) The left box shows all available fields 

c) The right box shows the fields that are showing on the screen. 

d) Highlight ‘Company’ in the right box. Click on the Remove button. 

e) Highlight ‘Work Tel’ and ‘Home Tel! in the right box and click on 
the Remove button. 

£) Inthe Left box select Email, Title, and Categories. Click on the 
‘Add button. 

g) Click on OK. 

h) The screen now shows the information that we want. 


This screen can be 
customized to show only 
what you would like to 
see and in the order you 
require. 
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To send an email message to the Student Government 


Sharing contacts information with other IT users 


Before we begin the next section we want to enter at least one student in 
the Softball Team. 


From the File menu select New Contact. 
Enter Randy Gorman , Title: Captain, Email: gorman@ntsit.net, 
Category: Softball Team. 


We need to select the Student Government members from the list i.e. we 
need to Filter the list. 


How to select only the Student Government members: 


a) Click on the Filter button. 
b) Select Student Government. 
c) From the Edit menu select Select All. 


OR 


Select, using the trackpad, each student government member by clicking 
on their name. Hold down the Ctrl key as you select to avoid deselecting 
the previously selected name. 


Now that we have the Student Government members selected: 


a) From the Tools menu select Send Mail to Contact. 

b) You are moved to the Inbox email New Message section with each of 
the Student Government members listed in the ‘To:’ area. 

c) When you complete the message (i.e. special meeting in Room 104 
tomorrow at 3:15) and click on the Send icon, the message will be 
sent to all of the Student Government members. 


Mrs. Grant has decided to help you sponsor the Student Government. 
She wants a list of Student Government members on her IT so she can 
send them messages. You need to make sure that the IR ports of the two 
machines are aligned. 


How to Send Contacts using IR.(specifically the Student Government): 
a) Highlight or Filter your Contacts list so that you have all of the 


Student Government members selected. 
b) From the File menu select Send. 


Group E-mail 
Sending group e-mail 
makes the process of 
communicating 


When organizing your 
contacts, you may want 
to emphasize the 
creation of different 
groups with the specific 
purpose of sending the 
appropriate e-mail to the 
right people. 


Contacts can be sharéd 
with other people and 
copied from computer to 
computer. 
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information much easier. 


How to Receive Contacts using IR: 


a) Load Pocket Outlook and select Contacts. 
b) From the File menu select Receive. 


Note: You can send up to 25 Contacts at a time this way. 


How to make a hard copy of the Student Government Contacts list 


a) Highlight or Filter your Contacts list so that you have all of the Student 


Government members selected. 
b) From the File menu select Print. 
c) Make any needed adjustments in the print dialog box and click OK. 


Inevitably, Contacts lists become so large they are unwieldy. There are 
three ways to deal with this problem: 


1, Learn to Filter 


2. Learn to Search 
3. Learn to Delete, 
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Making Presentations with Pocket Powerpoint 


Pocket Powerpoint is a powerful tool for student presentations. With the added 
features of Windows Plus Pack for CE, presentations can be created and edited, 
Pocket Word is used in the outline mode to create the slide set. It is then saved 
as a Pocket PowerPoint Presentation. Once saved, the PowerPoint player is 
automatically started and your presentation loaded. 


To begin a presentation: 


a) Double click on Pocket Word to start it. 


b) From the View menu, select Outline. We are now in the Outline 
Mode, 


Some basic rules to remember are: 


a) All editing and construction is done in Pocket Word. Once you have 
an outline in Pocket Word, save the file as a Pocket Word file in case 
you want to edit it later. Every time you edit the Word file, the 
PowerPoint file is regenerated. 


b) Items that are aligned to the left margin are the titles for the new 
slides. Indented items appear as text in the slide. 


©) Graphics can be added to the slides by copying and pasting from other 
applications, All sizing of graphics should be done in a graphics 
program. 


Set the font size default to Arial, 14 point and bold. Click on Apply Default button 


then the OK button. 


Duplicate the following outline. Make it exactly as is on the screen below. 


fle Edit Wew Format Tools] /[]|+[9[#][e[+]|*][-] [tees [-] i 
© My First PowerPoint Presentation 
GA) 

* Windows 
GETTING READY 
Know your audience 
Check your equipment 
PRESENTING YOUR IDEAS 
Body language 
Preparing to speak 
CREATING YOUR PRESENTATION 
Don't overdo it 
Make the slides readable 
Be consistent 
THE END 


00000000000 


pix 
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Resizing graphics ina 
graphics program rather 


than in Word helps 


maintain the resolution of 


the graphics! 


To place the Windows CE graphic in the presentation 

a) Set cursor to end of the word “Presentation” on slide 1 then press 
<Enter>. 

'b) Load Image Viewer from the Start / Programs / Accessories. 

¢) Click on File / Open. Go to Windows folder and open a graphic 
called wincelogo.gif. 

d) From the Edit menu click on Copy. 

e) Bring up the Pocket Word document. The cursor should be in the right 
place. 

f) From the Edit menu click on Paste. The graphic will be placed in the 
presentation. 

g) Put your cursor before the graphic on the same line. 

h) Click on the right arrow to move the graphic in one level. (If we leave 
it at the root level, it will appear on a new slide. We want it to appear 
below the title “My First Powerpoint Presentation” on the same 
slide.) 

i) Highlight the document. From the Format menu select Paragraph 
and then for alignment select Center. 


You have now created a basic outline with 12 slides. We will now add to the 
text in those 12 slides. 


a) Place the cursor at the end of the slide title “Getting Ready”. Press 
<Enter>. 

b) Move each of these lines in one level by placing the cursor on the line 
and clicking on the right arrow from the tool bar at the top. When 
you move in one level, the outliner wil] automatically adjust the font 
and text for you. 

c) Add the required text to the presentation: 


[Be eat View Format_roos]|[]|+[>[#][#]*]|#]-] Hex P= 


© My First PowerPoint Presentation 


Say 
© GETTING READY 
© Planning is a very large part of creating a good presentation. | 
© You are not only creating the slides but also the speech that | 
goes along with them. l 
© Planning also means knowing your audience and your 
equipment. 
© Know your audience 
© To get your message understood, you must understand the 
audience. 
© How much do they know? 
© What experience do they have? 
© Your presentation may have to be adjusted for each audience. 
© Check your equipment 
Try your presentation on site before you have 2 crowd. 
© Know how extension cords and plugs will work with your 
computer, monitor or projector. 
© Be sure to spell check your presentation and have someone look 
itover for you before presenting it 
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There are two purposes 
to the creation of this 
presentation. First of all 
it is important to create 
in order to learn the 
software. Secondly, the 
topic was chosen in order 
to give students some 
guidelines for creating 
their own presentations, 
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Notice that some items in this part are indented two levels! 


[Eee vow rome ros [eel]. oe Sex 
© PRESENTING YOUR IDEAS a 
© A successful presentation includes: 
© your slides, 
© the speech that goes along with each slide 
© and the way you behave in front of the crowd 
© Body language 
©" A good speaker appears to be comfortable before a group. 
© It's important to be aware of how you use your eyes, legs and 
hands. 
© Myou are relaxed, your audience will be relaxed. 
© Preparing to speak 
© Reading from notes means you can't look at your audience and 
could show that you do not know what you're talking about. 
© Memorize and practise your presentation so you can speak and 
keep eye contact with the group. 
© Pause during your talk. Be natural. Speak to the group. 


[Ee eat ow “Format ios JT] Le ToT] e[o][eT=] Mme TT Tz] 
© CREATING YOUR PRESENTATION 
© Agood slide 
© is simple 
© sticks to the main idea 
© follows the rules of design 
© Don't overdo it 
© Choose two basic fonts; one for headings and one for text 
© Have each slide deal with one topic. 
© Limit the slide to two or three points. Don't use too much text. 
Make the slides readable 
° Keep the text large enough to be easy to read from a distance. 
© Use a sans serif font. It's much easier to read. 
© Be consistent 
© Don't mix too many fonts, stytes and layouts. 
© Keep the same background unless you are switching from one 
section to another. 
© Manage color such that they are easy to see and read. i 
© THE END | 
© this presentation was created by 
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Once the presentation is 
7 completed, and the 


Once you have added the slide text to the document. Save it to the My Docu- students have presented, 


ig iar you may want to collect 
= ss ments folder. Call it ‘First’. ‘all their ideas and make 


a list of all the points to 
=) You are now ready to create your PowerPoint Presentation. remember when creating 
4 and giving a 
= presentation. This list 
could be posted or 
distributed to the 
students as a guideline 
for future use. 
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From the File menu in Pocket Word select Save As. 


“IShortcut to InkWriter Templates 
Shortcut to Office Templates 
‘Shortcut to Sensing Science Setups 


Pocket PowerPoint Present 


ford 97 Document orm 
ford 6.0/95 Document (*.c=4 
ford 97 Template (*.dot) |¥ 


The Save as Pocket PowerPoint dialogue box allows the selection ofa 
background color or a background image. For the time being we will 
select a light blue as the background. Click on the output tab. 


© s00x600 © 1024x768 


[Y Launch presentation after save is complete 
[ Increase font size in saved fle 
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You may have a 
background colour or a 
background image but 
not both. For best 
results keep the 
background images to 
640 X 480 resolution and 
266 colors. 
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Currently, the resolution of the DreamWriter® I.T. screen is 640x480. 
Selecting a higher resolution will not change the display. 


Once you have made your selections, click on the OK button and the 
conversion will begin. When the presentation is converted, Pocket 
PowerPoint will boot and display the first slide of the presentation. 
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Ble View Tools Ee] 


The Buttons on the Toolbar provide shortcuts for various functions: 


[ file View Tools 


View Show mode 
Displays the show without the 
Menus or Tool bars 


Moves one slide bach 


Moves one slide forward: 


Show Slide 


Shows one slide per screen. Slide list 


Notes Page View 
Displays a screen with a 

picture of the slide and a note 
pad for your notes. 


Enlarges slide 


Annotating pencil 
Used in show view only. 


Slide Sorter View 
Allows you to set the order of 
the slides or to hide ones that 
you do not want to display. 
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Remember that all 
editing of the slides must 
be done in Pocket Word 
then resaved as a 
Pocket PowerPoint 
Presentation. 
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In the Tools pull down menu are two additional features which can be quite 
usefil. 


The Title Slide option allows you to establish a slide which is managed by the 
PowerPoint Viewer. 


Title Slide 
Presentation Title: 


=z &£& &«»€8©|©|©—l 


Your Name: 


Your name here 
Additional Information: 
{Your company name here fa 


Built In LCD 
‘Advance Slides 


20 seconds 


T Repeat continuously 
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Drawing with Pocket Paint 


Pocket Paint will allow you to create, edit or view pictures, More importantly, 
these pictures can be pasted into other Pocket applications on your 
DreamWriter®. To access Pocket Paint click on Start, Programs, Accessories, 
and finally Pocket Paint. 


acid Ele Edit Tools Mode 
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The Basic Tools of Pocket Paint - a Quick Reference: 


Undo previous change - you 
can undo changes once. 


Creates a new image 


(tA Daa 


= Opens an image Rotate image 90 degrees left 


Saves an image (>, Rotates image90 degrees right 
“1 
. Cuts selected item placing [gp] Flipsimage horizontal 
- itonto clipboard 
_ Copies selected item onto Flips image vertical 
= clipboard 
in . . . 
~*~ [r=] Pastes copied or cut item Close Pocket Paint 
ies back into image 
= [7\]  Magnifies the image Selection Tool is used to 
“si select an area. 
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@__ Brsse Tool is used to [Char Tool is used to add text to 
erase an area your image G 
rs Fill Tool is used to fill an Line Tool is used to draw c 
U area with color XN straight lines o- 
[Sp] Select Color Tool is [—] __ Rectangle Tool is used to draw = = 
used to select a color O squares/rectangles oem 
Fg Pencilisusedtodraw — [] Ellipse Toot is used to draw | 
LW free hand with your mouse circles/ellipse os 
ae “a 
c—- 
Using Pocket Paint’s tools e 
Drawing a line =% 
BOON SSIS) SAS GS =" 
Line Tool Width of line’ Color of line’ as 
a) Click the Line Tool on the tool bar. = 
b) Select one of the four (4) line width options on the tool bar. = 
c) Choose the color of the line by selecting a color from the tool bar. = 
4) To draw the line, double click on the page and drag the mouse pointer Cl 
to the desired place then click to release. » | 
< oi 
Drawing an ellipse Od 
cs 
Ellipse Tool Solid Outline — Solid Outline and Fill Fill Color An ellipse is a flattened © bad 
circle in which both ends Cag 
are alike. The ellipse Oo gs 
tool can also be used to ¢ = 
draw circles, ee % 
— 
—, 
Dotted Outline Solid Fill Outline Color S 7 
a) Click the Ellipse Tool on the tool bar. es 
b) Select the fill style you want. & 3 
c) Select a color from the tool bar for the ellipse's outline. € 
4) Select a color from the tool bar for the ellipse’s fill. € 3 
e) To draw an ellipse, double click on the page and drag the mouse ¢ 
pointer diagonally then click to release. c- ; 
es" 4 
co] 
as 
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Drawing a rectangle 


Rectangle Tool Solid Outline Solid Outline and Fill Fill Color 


Dotted Outline Solid Fill uutline Color 


a) Click the Rectangle Tool on the tool bar. 

b) Select the fill style you want. 

¢) Select a color from the tool bar for the rectangle’s outline. 

4) Select a color from the tool bar for the rectangle’s fill. 

e) To draw a rectangle, double click and drag the mouse pointer diago- 
nally to the desired place then click to release. 


Typing text 
Char Tool, Text Color, 


ans 


a) Click the Character Tool on the tool bar. 

b) Select the desired size of text from the tool bar. 

c) Select text color from the tool bar. 

d) Click on the image where you want the text to appear. 

e) Type the desired text in the text input window that pops up. 


Filling an area with color 
Background color 


Foreground Clolor 


a) Click the Fill Tool on the tool bar. 
b) Select a color from the foreground color box. 
c) Click the area you want to fill. 


Creating custom colors 
To create custom colors the you must increase the amount of colors in your 
bitmap to more than 256 colors. 
a) Select the Edit Menu, then select Properties. 
b) Select a color depth of more then 256 colors, click OK. 
c) Click on the Color Tool Bar, select the Change Color Option 
d) Select the color you want to change. 
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Sometimes, it is more 
efficient to draw a very 
thin rectangle than a line. 
The advantage of the 
rectangle is that it is 
much easier to keep 
horizontal or vertical than 
aline. 
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i 
e) Enter new values in either the RGB (red, green, blue) or HSL (hue, r 
saturation, and luminescence) color models, you can also pick a =f 
custom a color on the Color Chart. a 
f) Click Add to Custom Colors. — 

g) Select OK. = 

Pa 

Selected Color HSL Color Model Color Chart 
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RGB Color Model Add Selected as a Custom Color 


Custom Color 


Erasing an area 
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Eraser Tool Eraser Size 
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a) Select the Eraser Tool on the tool bar. 
b) Select an eraser size 
c) The last selected background color will be the color the eraser will 
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leave behind. To change the background color, select the Mode When you have a S 
Menu then Background Color, and choose the background color background color (black . 
you would like. for example), it is like Cg 
d) To erase double click then move the mouse pointer over an area to having a white paper over oy 
erase it. a black paper. The me 
black background is c 
exposed under certain fed 
Copying part of a picture On the C 
Selection Tool Properties is 
creates some of these Cc 
Quzielai7a Nols] fe Foled coe < 
The first two tools simply = 
Selection Tool Selection Tool Properties | moves the selected item c 
and expose the pine 
a) Click the Selection Tool on the tool bar and select the area you want | background. on 
to copy by double clicking and then dragging the cursor diagonally The last two tools resize ¢ 
over the area. To release single click . the selected item, when =o 
b) Click the Copy Tool on the tool bar or select the Edit Menu, and the item is resized to a ae 
click Copy. size smaller than omy 
origional the background —e 
is exposed. haat 
at 
= 
— 
og 


=~ 
a 
a> 
2 
tine 
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ie 
= 
= 
— 
— 
a 
= | 
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c) Click the Paste Tool on the tool bar or select the Edit Menu, and 
click Paste. 

) Double click on the pasted selection and drag it on to the picture 
where you want it. 

e) When the selection has been placed, click outside the selected area to 
release the selection. 


Drawing Free Hand 


Background color 


Pencil Tool Pencil Color 


a) Click the Pencil Tool on the tool bar. 
b) To begin drawing, double clicking and move the cursor. To release 
single click. 


Selecting a Previously used Color 


Background color 
a +] 


Foreground Clolor 


a) Click the Select Color Tool on the tool bar. 
b) To pick a color that has already been used in your picture, place the 
mouse curor over top of the color and double click. 


Note: You can only select a forground color using this technique. 
Zooming in or out of a picture 
a) Click the Magnify Tool from the tool bar or select the Edit Menu, 
and click Magnify. 
b) To navigate the magnified image use the scroll bars. 


c) To return the image to its original size click again the Magnify Tool 
on the tool bar, or select the Edit Menu, and click Magnify. 
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Applying your Knowledge 


Because the best way to learn is by experience, the following will guide you 
through the drawing of a bike. There are 40 steps to creating a bike. 


1) Open anew 
Pocket Paint 
document. 


2) Start the bike by 
selecting the Line 
Tool, then pick the 
width and color of 
line. 


3) On the document 
draw an angled line. 
This will become 
part of the bike’s 
frame 


4) Select the Rectan- 
gle Tool. We will 
use this tool be- 
cause it is easier to 
keep the line hori- 
zontal. 


5) Draw the horizontal 
rectangle, keeping 
the same color and 
thickness of the 
angled line. 


6) Use the Rectangle 
Tool again but this 
time draw a vertical 
rectangle connect- 
ing to both of the 
first two lines. 
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7) Select the Line 
Tool and keep the 
same style and color 
of previous line, 


di 


8) Draw an angled line 
connecting both the 
horizontal line and 
the first angled line, 


basal sé 


9) Select the Ellipse 
Tool, then pick the 
style and color of 
the ellipse. 


10) On the document 
draw an ellipse over 
top of the two 
angled lines. This 
will serve as the 
bike’s sprocket. 


11) Select the Line 
Tool, then select a 
new color for the 
line. 


12) Draw a line from 
the centre of the 
ellipse to just outside 
its comer. This will 
serve as the bike’s 


crank. 
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The line tool must be 
used here because we 
want the line to be 
diagonal (not horizontal 
or vertical) 
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13) Select the Rectan- c 
gle Tool, then the Ls 
style and a color. 


14) Draw a rectangle at 
the base of the new 
angled line. This will 
be one of the bike’s N 
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15) Select the Ellipse 
Tool, then select 
the style of the 
ellipse and a new 
color. 


16) Using the ellipse 
tool, draw a circle in » 
the comer of the 
document. This will 
be part of the 
wheel. 


SeVVANES Siete wl! 


17) Use the Ellipse This step may take 
Tool again but this some paractice. 
time change the 
background color to 
white. Draw a 
smaller circle inside 
of the first circle. x 
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18) Select the Line 
Tool, then click on 
the thinnest line 
style, and select the 
line color black. 


19) Draw a vertical line 
splitting the inside of N 
the circle in two. 
This is the first of 
the tire’s spokes. 


Slzie(77A ole] NNINNI 


a 
—~ 
— 
= 
~ 
= 
= 
=~ 
= 


20) Continue to use the 
Line Tool to draw 
ahorizontal line 
cutting the circle in 
two, Continue to do 
this until your tire 
looks like the one in 
the diagram to the » 
right. The tire is 
now complete. 
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= 21) Using the Selection When you lick on the 
pn Tool select the tire copy tool, a copy of the 
you have just selected drawing is 
4 completed. stored in memory. This 
copy can be pasted as 
22) Click the Copy many times as Is 
Tool on the tool bar. — "], | | Heceseay- 


GAEL 


23) Click the Paste 
Tool on the tool bar. 
A copy of the 
selected section will 
appear in the top [E@lelZ[AANicis! fefe al 
left of your docu- 
ment. 
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24) Drag the pasted 
section until it is 
even with the es 
middle of the bike’s « 
sprocket as shown. « 


25) Reselect the first 


circle and drag it nN 
until roughly even 
with bike’s 
sprocket. 
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26) Click the Line 
Tool, and reselect 
the original line 
color and style used 
for the frame of the 
bike. 


yarns 
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27) Draw two lines ~ 
connecting from the 
front of the frame to 
the front tire. This is : 


the front fork of the = 
bike. (Glajel4| 7A olol (NINN -liai-] pee 
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28) Click the Rectan- 
gle Tool, then 
reselect the original 
rectangle color and 
style used ealier for 
the frame of the 
bike. Draw a 
rectangle connect- > 
ing the back tire to 
the bike. 
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29) Click the Line 


Tool, select the 
color black and 
draw another line 
connecting to the 
ellipse or the bike’s 
sprocket. This is the 
bike’s other crank. XN 
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30) Click the Rectan- 
gle Tool, reselect 
the color and style 
previously used for 
the other pedal. 


31) Drawa small 
rectangle on top of _s 
the crank you just 
made. 
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32) Click the Line 
Tool, select the 
color and style used 
earlier for the bike’s 
frame. 


5 


33) Draw a line con- 


necting the wheel to ~~ 
the rest of the bike 
frame. The bike’s 
frame is now 
complete. 
E@eiZV ARN oS] NNN i-erl 
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34) Click the Line Tool 
and pick a new line 
color. Draw a line 
out of the bike’s 
frame. This will be 
the bike’s seat post. 


35) Click the Ellipse 
Tool on the tool bar, 
select a style and 
color. Draw a 
flattened ellipse on 
the top of the seat 
post. This ellipse 
will be your bike 
seat. 


36) Click the Line 
Tool, select the 
color and style used 


on the bike’s frame. 


37) Draw a line above 
the bike’s forks, 
This will hold the 
handle bars. 
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a 38) Change the color of 

af the Line Tool. a 

vr. 39) Draw a line that 

= attaches to the last 

salt line. This line will be 

= the bike’s handle 

aes bars. X~ 
FS 
‘ = fslatFa Ox) 
b= 
a se 

<2 fae Pocket Paint is an ideal 
fe an 40) Again, using the —_— ° program for creating and 
el Line) Took draw, - editing graphics that can 
a. two lines off the top be used in other Pocket 
— of the handle bar. Applications such as the 
=: These are the PowerPoint Editor or the 
co an handles. Pocket Word program. 
a. x 
"ae 
— 2 
ss 2 Congratulations! You 
have completed drawing 


the bike, and by now you | Boil o een gees 
eniw sioet of Pocket (Bjz\elZi7lAR Gio] NINNR @-i-l 


Paint’s features... 
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a ONT aetact 
= Surfing the ‘Net’ with Internet Explorer 
oe 
sates 
; ae Internet Explorer is a webbrowser that simplifies navigation on the Intemet. You 
= will find it similar to Windows Explorer with enhancements relating specifically to 
=) the browsing of the Internet. 
5 
~ Forward one screen: Stop screen Refresh Goto Online Font 
= Back one screen. ia a ie Hom earch tools Sizes 
= Ble _Edit_Wew Go Favorites SI-|~ IE) TIX 
=| [Address [hetp://t.creamvniter.com/ Iz] 
2 Si IT. 7 
3 is _ 


Welcome © 


Address line for URL 


Forward one screen/Back one screen 

These tools allow you to navigate forward and backward through screens you 
have already downloaded. Each time you click on one of the icons the browser 
will move one screen forward or backward. When you get to the end, the icon 
will dim to show you cannot use it. 


eee 


Stop screen download 
While a screen draws, you can stop it by clicking on this button. 


Refresh screen 

At times, when the Internet is very busy, you will have graphics and text which 
will not load properly. Clicking on this button will ask the program to redraw or 
refresh the screen. 


BUGL 
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Go to Home site 


Acclick of this button will take you back to the site you have defined as your 
Home site. 


Online search tools 

This option takes you to a number of search tools that are available on line. The 
default site is the Microsoft Network (MSN). However you can choose other 
search tools from the MSN site. 


Font Sizes 
This button will change the size of selected text as specified by the user. 


Address line for URL 

a URL means “Uniform Request Locator”. This is the address of the page that is 
shown on the screen. You can also type in addresses and press <ENTER> to go 
to a particular site. 
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Before you use Windows Explorer, there are some options you should consider. 
From the View Menu, click on options. 


= You can change how Pocket Internet Explorer displays Web 
{ae pages by modifying the options below. 
Page 


Play Sounds 


TD Make page fit window Enable scripting 


Show pictures 

When a site contains a large number of high resolution graphics, it takes longer to 
draw the screen, When the graphics are not important to what we're doing, 
disabling the Show Picture box will speed the drawing of the screen. 


Play Sounds 


Sounds are also memory intensive and, at times, undesirable. They can be disa- 
bled here. 


Make page fit window 
When the original screens are bigger than your display, this option adjusts the size 
of the page to fit to your screen. 


Enable Scripting 
This option enables java script, a programming language that will make screens 
more interesting and flexible. This option should be enabled. 


[Appearance | Default Pages [Au / Server | 


be customized to open any pages you want, 


[Ficme Page TR is currently; 


http:/fit.dreamwriter.com 


Use Current Page Use Default Page 


When Internet Explorer first runs, the first screen defaults to a defined site. This 
is called the Home Page. Set your home page using this dialogue box. Simply go 
to the page you want, then click on Use Current Page. 


ey The Home Page and Search Page buttons on the toolbar can 
Your 
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Appearance | Default Pages| Auto Dial [Proxy Server | Advanced |_ 


& AutoDial dials the Internet automatically whenever the application 
eds Internet access. 


Use Autod 
Choose the Dial-Up Networking connection used to dial the Internet. 


My Connection x 
Auto Disconnect Disconnect if idle for }10 = minutes. 


Under normal circumstances, you would connect to your Internet Service Pro- 
vider and then run Internet Explorer. This dialogue allows you to set the program 
to autodial your Internet Service Provider when you click on Intemnet Explorer. 
Before you do this, ensure you have set up a dialup connection for your service 
provider. (Instructions for this process are in the index under “Dialing Out with 
the LT.”) 


These settings determine which server will be used for 
access via a proxy, 


(0 Use Proxy [D7 Bypass Proxy for Local Addn 
Settings 
Proxy Port 


hetp:// EO 


Ifyou are connecting to the Internet through your school network, you may have 
a proxy server to contend with. If so, you must tell Internet Explorer to use the 
proxy server and give it its address and port. Your network helper should be able 
to give you the required information. 
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These settings determine advanced behavior, please review 
é help before making changes. 


MEn é5| Security Settings... 
[ Enable Caching 
[Empty cache when exiting [Empty Cache Now | 


Size of Cache: os | 10% of Storage 


The security settings define how your computer behaves when another machine 
tries to make changes or add entries to yours. 


Enable Cookies 

A cookie is a message given to the web browser that stores in a file on your 
computer called Cookie.txt. When you reconnect to the site, the cookie is sent 
back to the server and the site retains customized data for a specific user, in this 
case you, 


Security Settings 

These settings determine which type of secure Internet connections you will 
allow. These connections encrypt data so that other people cannot read it. Gen- 
erally, all are allowed. 


Enable Caching 

This dialogue tells Internet Explorer to save the pages you have visited, This is an 
advantage if you plan to go back and forth between sites and their pages because 
it means that the page will be loaded from your computer rather than from the 
Internet. This speeds up the process considerably. 


Empty cache when exiting 
Automatically empties the cache when you exit Internet Explorer 


Empty Cache Now 
Empties the cache immediately, 
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When you are asked to 
fill out a form on the 
Internet, your name and 
possibly other 
information is stored in 
the cookie. When you 
go back to the screen 
you may be greeted by 
your name because the 
server now has the 
information. 
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Using Favorites in Internet Explorer 


The use of the Favorites feature in Internet Explorer can be a very useful tech- 
nique for students to learn to help keep track of the web sites they have visited 
and might wish to access in future. Students can save the web site addresses 
(URL, or Uniform Resource Locator) such that they can access the site directly 
by selecting the name of the site in the Favorites list. They can also provide a 
unique name for the site and save related groups of sites in a specific folder or 
sub folder. 


1. Browsing the Internet 
a) Start up Internet Explorer. Perhaps the easiest way to do so is to 
double click on the icon on the desktop. Alternatively, you can click on 
the Start menu and select Internet explorer from the Programs 
folder. 
b) Browse the Internet and locate one of the following web sites. 
Web site 1: http://www.discovery.convindep/newsfeatures/tomado/tornado.htm! 
Web site 2: http://covis.atmos.uiuc.edu/guide/stormspotters/html/tornado.htm! 
Web site 3: http://www.germantown.k12.il.us/html/tornado.html 
c) To access each site, type in the full URL in the Address Bar, then 
press the Enter key. 
d) Ifthe Address bar is not visible, tap on the View menu, highlight 


Address Bar and tap once. 


Note: You may need to be patient with the loading of web sites onto the browser 
(internet Explorer). Speed of access varies with the number of people accessing 
the same web site, with the number of graphics on the page that you are accessing 
and finally with your modem speed and that of the service provider you use. 


Both the text and graphics are downloaded on to your DreamWriter® I.T. 
Graphics files tend to be larger and take more time than text. 


2. Adding a favorite 


When you have located a site that you would like to save for future use, follow 
these steps to add the site to your list of Favorites: 


a) Check to see that you are on the actual page on the web site that you 
want to save and that its URL is displayed in the Address bar. Re- 
member that a web site may consist of several pages linked to each 
other. 
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b) Click down the Favorites menu, highlight Add to Favorites, and 
click once. A dialogue box titled, Add to Favorites, will be displayed. c 


Note: This dialogue box opens a special Favorites folder in the Windows directory. 
To access your favorites in future, they need to be in this folder. However, you can 
create and access subdirectories within this folder. For this exercise, we will 
create a subfolder called Tornadoes to store URL’s on this topic. 


c) There are icons of two file folders at the top of the dialogue box. 
Double click on the icon on the right (It has a sparkle on the upper 
right hand comer). e 


rc) 


A folder will appear with the title, New Folder, highlighted. Type in the 
name, Tornadoes (You do not have to erase the name, New Folder 
first). Tap somewhere else in the white space in the dialogue box and 
check to see that the name of the folder has been changed. The 
name, Tornados, should no longer be highlighted. 
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Press the Enter key or click the OK button once. Your new Torna- 
does folder will be added to the Windows \ Favorites folder. You can 
now add any number of “tornado” favorites to this folder or even 
create new sub folders within it. 


anananal 


f) Important: The path name at the top will now state 
\Windows\Favorites\Tornadoes. If it still states 
\Windows\Favorites\New Folder, then you may have omitted to tap 
away from the name before tapping on OK. If this is the case, click 
on the file folder icon (with an arrow) to the left. This will take you 
up one level in the file folder hierarchy. 
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g) Scroll to the right until the Tomadoes folder is displayed. To save your 
web site in this folder, you will need to double click on the Tornadoes 
folder icon to open it. 


h) Your final step is to name the Favorite for this web site. A name will 
be displayed in the box in the lower left corner. This is the title that 
the person who created the web site gave the page. If you find it 
informative, leave it as is. In the example, the title is Discovery 
Online - Tornado, which indicates both the subject and the source, 
so it is left as is. Sometimes, however, the name will not be useful in 
helping you recognize it. If so, click and drag over the name to high- 
light it and type in another label. 


i) Your final step is to click the OK button to create the favorite. The 
dialogue box will disappear and you are back at the web site. 


j) To use your new favorite to access this site again, tap down the 
Favorites menu and scroll down to the Tornadoes folder. Highlight the 
folder name to display the Sites saved and highlight the name of the 
site you want to visit. Click once and Internet Explorer will go to that 
site. 


Searching the Net with Internet Explorer 


Students do not typically have the web site address for the information they seek. 
Generally, they have a topic name or a key phrase, e.g,, “tornadoes” or “the 
causes of tomadoes”. The use of a Search Plan will help students to clarify such 
terms. As a part of the research process, students should begin by analyzing their 
topics and beginning with search terms which are as specific as possible. If they 
are looking for information on the Internet, they will have to carry out a search. 
‘The difficulty is that there are literally millions of web pages on the Internet, so 
students need to make use of one or more Internet Search Tools. 


Searching the Internet using a Directory 


Web directories are basically subject catalogs which provide topic lists of selected 
web resources which are arranged in a hierarchy. The hierarchy is arranged 
from broadest to most specific. Tornadoes, then, might be listed under Severe 
Weather which in turn is listed under weather, the most broad topic. Most 
Internet search tools also provide subject directories. Examples of these are: 


Yahoo! http:/Awww.yahoo.com 

Magellan Web Guide http:/Awww.mcekinley.com 

‘WebCrawler Guide http://www.webcrawler.com/ 
Librarians’ Index to the Internet http://sunsite.berkeley.edu/IntemetIndex/ 
The Internet Sleuth http://www.isleuth.com/ 


e-Blast (Encyclopedia Britannica) _http://www.britannica.com/ 


Perhaps the best directory for children, however, is Yahooligans! Web Guide for 
Kids. 
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Activity: Access the 
following tomado web 
sites. Create a Tomados 
favorites folder and save 
them into it. Note that 
the first site will be 
named Home Page, 
which is not very 
informative. Try 
renaming this as part of 
the process. If you are 
feeling adventurous, the 
second site is a bank of 
photographs of 
tomadoes. Try saving the 
site in a Photos 
subfolder of your 
Tomadoes folder to keep 
things better organized. 
Subfolders help you 
group sites more 
specifically and prevent 
you from building up a 
single large list of 
favorites which can make 
finding a particular site 
difficult . 


http:/tajunior.advanced.org/ 
42321 


http:/www. photolib.noaa.gov/ 
Ib_images/nssi/tomado0.htm 
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Searchi Activity: Try searching & 
ching the Internet using search Engines ae i be erie or 
Search engines use key words or key phrases to search the Internet rather than | site for the term, aah 
subject directories. In actual fact, the search engine use specialized computer “tomadoes”. Toaccess - 
programs called robots or spiders which search the Internet for web documents the site, type in the cS “ 
available to the public and load these into a database. You then search that following URL in the az 
database, rather than the whole Internet itself. The search engine returns with Address bar: http:// cs 
web site descriptions and URL’s that match your topic. Most search engines now | www.yahooligans.con’ en al 
rank the results in some fashion (a star rating system, a colored bar) according to as 
how true the match is with your key word or phrase. You can carry out a simple | When you enter the web a 
search with a search engine by entering a keyword. For a more accurate or site, vd be hg ; es 
detailed search, you should consider either the use of Include (+) /Exclude()or | fraps subject topios of cs 
a phrase search, interest to kids (as oa 
selected by Yahoo! = 
Keyword Searches using Internet Explorer Staff). These are é — 
Follow these steps to learn how to conduct a keyword search: represented both by text a: 
and a picture or icon. c= 
a) Start up Internet Explorer. Perhaps the easiest way to do so is to The text is highlighted in a 
double tap on the icon on the desktop. Alternatively, you can tap on blue and underlined ——— 
the Start menu and select Internet explorer from the Programs indleating tat iis a tink ee 
folder. toate wen Peres ae 
containing more specific 7 
information. Double tap & 
b) To launch a search engine, double tap on the “magnifying glass and on the link which might — 
world” icon at the top. Alternatively, tap down the Go menu, high- contain information on 


light, Search the Web, and tap once. By default, Internet Explorer | tomadoes and explore! 
will load the MSN (Microsoft Network) search engine. 


a 


BD 


[aoe ew oleae A 


oo s AIDC EREEBRE 


‘Get news, weather, and other Information for your local area 


Emutamect 
ames once eter 
Hearn Type a US. coos [__] [ontor] Gener trasnan ota 


¢) While MSN is an excellent tool, there are other search engines avail- 
able to you. Internet Explorer provides some of these to you in a pull 
down menu. You can also type in the URL for a search engine at the 
Address bar. For this search, we will use Alta Vista, which is consid- 
ered to be one of the most comprehensive engines currently available. 
Click once to pull down the menu (currently containing MSN) at the 
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—- 
mS 
"es top next to the red Go button and highlight AltaVista. The term, 
w- AltaVista, will appear in the box. 
a) 
=> d) Type tornado in the box titled, Search the Web for. Click once on 
2S Go to launch the search. 
eee. | ¢) The search engine will list all web pages in its database containing the 
we] word, tornado. Unfortunately, there are an enormous number of 
b > such sites. In the example, the search found 389 470 web pages 
r > containing the term! See the diagram below. 
aa 
=) 
2 ~~ Te ER vow Go rote Jel] GIIGOAl __—~di=y™ 
7a) [Dares tare ce oar P= crear mato | 
= > PresCOnnections aie reser tgp sey 
Betacam 
— 
ee 3 
=: 
a 
a 
— futher etanen ate pecust ans, 
=] sans anos bane 
= 7 ose) flee Cte 
aan ery 3| 
—_ (Fazm [] 
<3 
—_ 3 
—_ Rather than storms, some of these sites will be about music (rock!) 
es groups and others about airplanes. Scroll down the first page and 
a5 examine the descriptions of the first 10 sites to see if any sound 
5 useful. If so, click on the link (blue, underlined text) to jump to that 
7 site, Use the Back arrow to return to the list. 
4 f) At the bottom of the page, you will find a list of result pages (This 
_ a search produced hundreds of such pages!). You may wish to click on 


the second or third page to see what other web pages were retumed. 
However, it will not be fruitful to examine all 389 000. Rather, con- 


eee) sider doing a new search with a stronger search strategy. 

a Searches with Internet Explorer using Include (+) and Exclude (-) 
ae) 

vr An effective search strategy should take advantage of the preparatory 
> work the students do during the steps of the Research Process. If they 
Bie. have thoughtfully analyzed their topic, they should be able to come up 
rem with one or more descriptive phrases for the information about their topic 
ee they want to find. The use of include (+) and exclude (-) allow them to 
_— make use of these descriptors. 

=. 
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Activity 

Try searching for information about what causes tornadoes by entering 
the phrase, causes of tornadoes. What were the results of your search? 
You likely found that AltaVista found an enormous number of sites. A 
search of the phrase for this guide, using AltaVista, produced a list of 1, 
263, 786 web sites, a totally unmanageable number. This happened 
because the search engine found sites containing either causes or 
tornadoes 


Browse through the first 3 or 4 pages of web sites and access some of 
them. You may well find that many are useful because AltaVista ranks 
the web pages found in its search and places those containing both words 
first. As you delve further into the list, you will begin to find sites contain- 
ing either causes or tornados, but not both. 


You can use include (+) to force the search engine to find only sites that 
use both words. You can use exclude (-) to avoid terms about unrelated 
topics. For instance, when searching for information on tornadoes, you 
will likely “hit” web sites about computer programs, airplanes and rock 
groups, as well as storms. Use exclude to assure that web sites containing 
these terms are not in your list. To learn to use include (+) and exclude 
(), follow these steps: 


a) Select and launch a search engine. For this exercise, we will continue 
to use AltaVista, so you will not need to open it again. In fact, all 
search engines contain a feature to allow you to do another search. 
While the location will vary with the search engine, after you have 
carried out one search (e.g., the keyword search we just did), you will 
find a section on the page permitting you to conduct a new search, 
This is at the top in AltaVista. 


b) Carry out a search using include (+). To search on the phrase, 
causes of tornadoes, type in +causes +tornadoes. Click on 
Search to begin the search. 


ae = aoe EPO 

[Ack [www tava, com/ag Br VaanYPpa= Par rnin Ry pe = shone MABCANE Aw] 
=a =a 
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Ge ree Orme Que Onee 


xomuano aup.t1Asu 1.002 SALELY, 
"TORNAGO AND FLASH FLOOD EAPETY: TABLE OF cnt 
Tomusocsr ston ernucTOne Ate TOMAS 
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Note: Do not put a space between the + and the word. Do put a space 
between the words! 


What was the result of your search? What kinds of web sites did your 
search produce? A search of these two terms using include (+) 
when preparing this guide reduced the number of sites to 23,805. This 
is still far too many sites to browse, but is more manageable than the 
number produced in the previous search. The web sites found should 
also be more focused since they contain more than one keyword 
related to your topic. 


c) Now carry out a search using exclude (-) as well as include (+). 
Repeat your search on the phrase, causes of tornadoes using the 
include commands. However, this time, ask AltaVista to avoid any 
sites about computer programs, airplanes and music. Enter +causes 
-+tornadoes into the search box again. Next to those terms, type in — 
airplanes -music -computer. Again, click on Search to begin the 
search, 


Be Em Wow Go favorites |) Q10) GIOIAl 
[Jacks rt: Fer atta conc Vasa Toa cbsr= akin syp antiga OBI 


Note: Do not put a space between the - and the word, Do put a space 
between the words! 


What was the result of your search? What kinds of web sites did your 
search produce? A search using exclude (-) on these three terms when 
preparing this guide reduced the number of sites to 14,405. This search 
technique will have helped you to focus your search considerably. The 
third technique, phrase searching, will help make your search yet more 
effective. 
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Phrase Searches using Internet Explorer: 


This strategy also takes advantage of the preparatory work the students do during 
the steps of the Research Process, If they have thoughtfully analyzed their topic, 
they should be able to come up with one or more descriptive phrases for the 
information about their topic they want to find. For this exercise, try searching 
using the phrase, “types of tornadoes”. AltaVista will ignore the “of” but will 
search for web pages with “types” and “tornadoes” adjacent to each other. To 
conduct a phrase search, follow these steps: 


a) We will continue to use AltaVista. Locate the search box and type in 
the phrase, “types of tornadoes”. Be sure to include the quotation 
marks. The double quotation marks tell the search engine to use the 
words as a phrase. Click on Search to conduct a new search using 
this combination. 


Be ER Yew Go Frets [e[=JOIZ)GIGHAl aR 


aces rv at. cay o0= uer=merde ctype sera EDR 


ADOES By Ks Kol What Causes Tomadens Whar stemade | 


(pasta 


b) This time, AltaVista will find all web pages containing the phrase, 
types tornadoes, that is, with the words adjacent to each other (“of” 
is ignored). In the example, this search returned 46 “hits” or web 
pages with the phrase, a considerably reduced number from the three 
previous searches. The first web site, titled, Types of Tornadoes, 
appears to be a direct match. 
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Processor 
Operating System 
Intemal Memory 


LCD Display 


VGA 


Contrast Control 
Brightness Control 


Network 


Modem 


PC Slot 


Disk Drive 
Wireless Communication 


Sound 


Serial Port 
Parallel Port 
Keyboard 


Pointing Device 


Rechargeable Batteries 
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DreamWriter® I.T. Specifications 
Hitachi SH7709, 80 MHzRISC, 80 MIPS 


Microsoft Windows CE® 2.1.1 


16 MB Flash ROM (Max 32 Meg Flash ROM) 
16 MB DRAM (Max 32 Meg Dram) 


LCD display 640 x 480 256 Colour with CCFL Back Light 


640 x 480 VGA Monitor Standard 15 pin connection 
VGA out to a monitor or projector 


Software Adjust contrast to user preferences 
Software Adjust contrast to user preferences 


LAN IEEE 802.3 10 BaseT (RJ 45 connector) 
IP or NT4 supported 


33.6 KBPS Fax/Modem 14.4 Fax 

PCMCIA 2 type or | type III for support of optional hard drive, 
CD-ROM, etc (hard drive, tape drive, CD-ROM must be a Windows 
CE compatible device) 

Floppy disk drive 3.5 inch 1.44 MB DOS compatible 

Infrared IRDA 1.1 compatible 4MBPS IR 

8 bit stereo playback mono record 

Recording via internal or external microphone 

Playback in stereo via built-in speakers or external headphone. Vol- 
ume and balance controls 

DB-9 RS232 compatible port (115 KBPS) 

SPP Support. Connects printer parallel ports 

Full size 64—key Windows CE® compatible. Multilanguage Support. 
Integral PS/2 Trackpad. Integrated left and right mouse button func- 
tionality. Software adjustment of sensitivity. PS2 port in back sup- 
ports mouse or keyboard 


‘Ni-MH Battery Pack provides 8 hours typical use 7.2v 3.8 Ah 
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Lithium battery for memory backup during rechargeable battery swap. 


Jididdd 
Uddddd daddy 


AC Adapter Recharges batteries and powers unit while operational 
Weight 5.5 Ibs, 
"3 Dimensions 15”x 11x 2.5” 
= 
ni Model Design Laptop design with hinged screen display 

a 
; om. Bookshelf [optional] 6 unit storage and recharging station 
a = 5 Rol-A-Lab® [optional] 20 unit storage cabinet on wheels. 
cs 3 Recharges all devices simultaneously. Charging is controlled by CPU 
eee and shuts off when fully charged. No worry about overcharging. 
- 5 Locks to secure contents. 
- => 
os 
a 
— 
“oo 
ine 
= 
_ 
— 
ae 
— 
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Windows CE Keyboard Shorteuts 


Hold down 4 Press and Release 
this key. this key. 


Open Start Menu 
Open Control Panel 
Open My Handheld PC 
Open CE Help File 


Open Mouse Settings 


EEIEIE 


Lj] 
aCOoCEORLe 


Open Keyboard Settings 


Open Run from Start Menu 


Open Windows 


Move to Next Program on Taskbar 
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Open Task Manager 


Display the Properties on Taskbar 
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Adjusting Display Properties 


Adjusting your Computer’s Display Properties 


You can change the way Windows CE looks, by customizing the display of your DreamWriter® with 
pictures, patterns and colors. Patterns and pictures can be displayed as a background on your screen. The 
colors scheme can of your desktop can also be customized, 


To change your computer Display Properties double Click on My Handheld PC / Control Panel then 
double click on the Display icon. 


Selecting a background image 


To change the background image on your desktop. 
1) Select the Background tab. 
2) From the Image list, select an image you want on the background of the desktop. To use your 
own image select Browse then pick the image. 
3) To have the image cover the entire background, select Tile image on background. 


lbisplay Properties 


Preview of the 
Background Image 


Select an Image 


Change backlight settings 


To conserve battery power, your computer can be set to turn off backlight when the device is idle. If the 
keyboard or mouse/touchpad are not used for a selected amount of time, then the backlight display auto- 
matically powers off (the user can set the time period in the Backlight tab). When backlighting is powered 
off your display becomes dim, by moving the mouse or pressing a key the Display returns to its normal 
brightness. 


1) Select the Backlight tab. 

2) Select Automatically Turn off Backlight for battery power and external power. Both check 
boxes can be selected at the same time. 

3) Select the amount of time your computer should be in idle before the backlight is turned off. 
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Turns off backlight while computer is 
on battery power 


amount of ide tine. 
Turns off backlight while computer is ‘Automaticaly tum off bacidght while on battery power 
‘on external power Tum off after [Tminute +] of continuous idle time. 
Off backight while on extemal power -— 
Tunoff Tinutes ww] of continuous ide time, 
Selected turn off time 


Change the desktop’s color scheme 


To change the color scheme of your desktop. 
1) Select the Appearance tab. 
2) From the Scheme list, select a color scheme. 
3) View your choice in the Preview box. If you like the scheme, select Apply. 


lDisplay Properties 


Appearance Preview box 


[Desk g 


Select Color Scheme isplays the selected color 


of each item 


Creating a custom color scheme 


If you prefer desktop colors different then the provided color schemes you can customize the appearance 
of the desktop. 

1) Select the Appearance tab. 

2) From the Item list, select a display item. 

3) Select the colored square next to the Item list. 

4) From the Basic colors list, select a color, then OK. 

5) View your color selection(s) in the Preview box. 

6) To save the scheme, select Save. 

7) Inthe Save this color scheme as box, enter a name for the 

scheme, and select OK. 
8) Select Apply. 


Note: To create your own custom colors, in the Color dialogue box, select an empty square in 
Custom colors and then select Define. For more information, select the question mark in the 
Color dialogue box. 
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Connecting to a Monitor or Projector 


Before you begin... 


When connecting a monitor or projector to the I.T., tum off the monitor and the I.T. and connect the 
monitor cable to the VGA port on the back of the LT.. 


Next double click on My Handheld PC 
Double click on Control Panel 

Double click on LCD & Monitor 

Click on the Options Tab 


bee 

 — Eile Edit_Yiew Go Favorites | ? 

- [Address [Control Panel 

a Gil ra] & 

= 8 = 4 » 

> Communic... Dialing Display JETCET Keyboard — Keyboard Mouse 
em, PRINT Layout 

aoe 

a p 

<3 Now tum on the monitor or projector. 

—a Select the display option LCD and Monitor. The LCD & Monitor option allows you to usea VGA 

= compatible monitor or projector while still viewing your Desktop. The LT. Desktop and the monitor will 

— = always display the same view. 

se) To disable the monitor or projector: Lcb & Monitor 7] EY 


Settings | Optons 
Select LCD Only then turn off the monitor or projector. | setts 


Display Options: 
Oucoony 
@ iCd snd Monkton 
© Monttor Only 


AEABO RS) 
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Setting your Password 


Changing Password Settings on your DreamWriter L.T.: 


Double click on My Handheld PC. 
Double click on Control Panel 
Double click on Password 


[JAddress [Control Panel 


S 8 


Communic... Dialing 


oS uw SD 


JETCET Keyboard — Keyboard LCD & Mouse 
PRINT Layout Monitor 


ae \ so w« 3) ®@ @ 
fi a ae a] 
Network Owner PocketJet PocketJet II Power Regional Remove 


Settings Programs 


Since password protection is configured prior 
to shipping a DreamWriter L.T.. A user will be Pannen 
imediatly required to proivde the preset pass- 4 
word (teacher123) when they attempt to R 
access or change the computers password 
settings. 

Note: All passwords are case sensative 


Enter Password 


‘You must enter your password 
QPS to change Password Settings. 


Password: 


If desired a user can change the Password 
Properties password. To change the pass- 
word, type a password longer than three (3). 
characters, that you will easily remember at later 
time, 


Now in the Confirm Password box, re-enter Power-On Protection 
the password to verify there was no errors. 11 Enable Password Protection 
Click OK, your password is set. 


WARNING 


It is not recommended that you enable Power-on Protection, it will 
require you and your students to always enter a password when 
starting the computer. (Documents can be password protected 
although the power-on password is not selected.) 
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Using the Floppy Disk Drive 


The floppy drive is implemented only when needed (conserves battery life). To access the the floppy drive, 
you must do three things: ‘e 
1) Insert a floppy disk into the drive. : 
2) Run the LoadFloppy program 
3) Access the Floppy Disk folder. 


Running the LoadFloppy program... 


The LoadFloppy program activates the disk drive. To run this program click on the LoadFloppy icon on 
the desktop. You will hear the floppy drive initialize. 


Accessing the Floppy Disk folder ... 


Lower 


Double click on the folder to open it. This folder shows the contents of the disk in the drive. When you 
change disk, click on View/ Refresh to refresh the contents of the folder. 


Note: The folder represents the disk in the floppy drive. Copying files to and from the folder 
copies the files to and from the disk. 


Shutting down LoadFloppy 

Remove the floppy disk from the drive and double click on LoadFloppy in the Start menu / Programs 
(or on the LoadFloppy shortcut icon you may have created.) This program acts as a “toggle”. It alter- 

nately loads and closes the LoadFloppy program each time it is run. A message indicating ‘There is no 

disk in the floppy drive. ' will appear. Click on OK or press ENTER. 


A shortcut for the LoadFloppy icon is Ctrl + Alt + F. 
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Saving data on the Floppy Disk Drive 


The floppy drive is implemented only when needed (conserves 
battery life). To save to the floppy drive, you must do three things: 
1) Insert a floppy disk into the drive. 
2) Run the LoadFloppy program 
3) Save to the Floppy Disk folder. 


Running the LoadFloppy program... 

The LoadFloppy program activates the disk drive. Click on the 
LoadFloppy icon on the desktop or from the Start menu. You will 
P hear the floppy drive initialize. 


Saving to the Floppy Disk... 
Select Save As... from the File Menu of a program such as Pocket 
Word, Pocket Excel, Pocket Access, Pocket Power Point or Pocket 
Paint. This action takes you to Save As Dialog Box; the folder de- 
faults to the My Documents folder. 


Click once on the Up One Level icon 1c) i 
This action moves you one directory up and 
places you into the My Handheld PC direc- 
tory. Once in the My Handheld PC directory 
double click on the Floppy Disk folder. 


there: ‘Type: [Pockat Word Document (*[=] 


‘Save as (G3) ch FEE) [r] ou] x 
(Y Vitoppy Disk 
Once in the Floppy Disk folder name the file and 


select the file type you would like to save it as. 
Filename 
Filetype 


‘Dpe, [Pocket Ward Document ( 


Disabling the Floppy Disk 
To disable the floppy disk and save battery power, remove the disk and run the Loadfloppy 
program again. The Floppy Disk folder will disappear. A message box will appear telling you 
‘There is no disk in the floppy drive.’ Click on OK or press ENTER. 
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Using the PCMCIA Slots 


To access the PCMCIA Slots, you must do two things... 


1) Insert a PC Card into the PC slot - Type III into lower slot and 
Type! or II into either slot. Inserting a Type III card takes up 
all the space for both slots - you cannot have a Type III card 
installed with any other card. 


2) Access the Storage Card folder. The folder for a PC Card in 
the bottom slot is called ‘Storage Card Lower’ and the folder 
for a PC Card in the top slot is called ‘Storage Card Upper’. 


Accessing the Storage Card folder... 


Double-click on My Handheld PC. You will notice that there is now a Storage Card Lower folder and/ 
ora Storage Card Upper folder. 


Bile Edit w Go Favorites l/ 


[Jsdcress [My Handheld pc 

rs Y @\ m 
smo Cy. 
Control Databases Floppy Disk My Program Filles Temp Windows 
Panel Documents 


Ese 


Double click on the folder to open it. This folder shows the contents of the PC Card in the slot. When you 
change PC Card, click on View / Refresh to refresh the contents of the folder. 


Note: The folder represents the PC Card in the PCMCIA Slot. Copying files to 
and from the folder copies the files to and from the PC Card. 
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Copying Files and Folders 


Copy isa feature that moves a replica of the original file(s) to the clipboard, leaving the original file(s) in 
place. This allows you to easily organize and backup the information on your Handheld PC. 


Selecting files or folders to copy 


Files or folders can be selected one of four (4) ways: 


[[JAddress[\\nts_web\sharedr 
a & B 
a ol 


Lid AMADA ABTERDBL 


1) Asingle file or folder can be selected by clicking on it by 
using your touchpad. 


LANNQAANAAAAKAAAKT 


2) Multiple files and folders can be selected by holding down 
the Ctrl key as you click on the files or folders. This allows 
you to select random files or folders. 


3) Multiple files and folders in a series can also be selected by holding down the Shift key as you 
click on the first item with your touchpad. Then click on the last item of the series and all items 
in between will be selected. 


4) Select multiple files and 
folders by drawing a box 
around the items you 
want, To do this double 
click one of the corners 
and drag the cursor over 
the desired items. The 
selected items will high- 
light 


Copying files or folders 
There are three (3) ways to copy files or folders: 


1) Files can be copied by selecting the files, clicking on the 
Edit Menu, then clicking on Copy. 
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2) Files can also be copied by placing your cursor on the selected item(s) & { TS 
and tapping the light-gray area of your touch pad twice. Then, selecting 
Copy. Ifyou are familiar with other Microsoft operating systems, the 
grey area represents the right mouse button. 


3) The final means of copying files is by holding down the Ctrl key and 
then pressing C. This is called a speed key and is shown as Ctrl+C. 


The item(s) are now copied onto the clipboard. Files on the clipboard cannot be 
seen but are stored in the computers memory. 
Pasting Files and Folders 

Before you Paste: 

Open the folder where you want to place the files. 


There are three (3) ways to paste files or folders: 


1) Files can be pasted by clicking on the Edit Menu. Then 
and selecting Paste. 


2) You can also paste by placing the cursor inside the folder 
and tapping the light-gray area of your touch pad twice, 
then selecting Paste. If you are familiar with other 
Microsoft operating systems, this is the equivalent of the 
tight mouse button. 


3) The final means of pasting files or folders is by holding down 
the Ctrl and the pressing V key. This is called a speed key 
and is shown as Ctrl + V. 


Cut is a feature that moves the file(s) from the folder to the clipboard 
removing the file completely from the folder. 


Copy is a feature that moves a replica of the original file(s) to the 
clipboard, leaving the original file(s) in place. 
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Deleting Files and Folders 


Selecting files or folders to Delete 


Files or folders can be selected one of four (4) ways: fie Edit View Go Favorites 


| |Address s_web\sharedir 
1) A single file or folder can be selected by clicking on it with [ese wet 
your mouse/trackpad. i] B @ 
= = oe 


2) Multiple files and folders can be selected by holding down 
the Ctrl key as you click on the files or folders. This allows 
you to select random files or folders. 


3) Multiple files and folders in a series can also be selected by holding down the Shift key as you 


click on the first item with your touchpad. Then click on the last item of the series and all items in 


between will be selected. 


4) Select multiple files and 
folders by drawing a 
box around the items 
you want. To do this 
double click one of the 
comers and drag the 
cursor over the desired 
items. The selected 
items willhighlight. 


Deleting file or folders 
There are three (3) ways to delete files or folders: 


1) Files can be deleted by selecting the files, clicking on the 
File Menu, then clicking on Delete. 
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2) Files can also be deleted by placing the cursor on the selected item(s) 
and tapping the light-gray area of your touch pad twice, then selecting 
Delete. If you are familiar with other Microsoft operating systems, this 


is the equivalent of the right mouse button. 


3) The final means of deleting files is by holding down the Shift key and 
then pressing Delete. This is called a speed key and is shown as Shift : 


+ Delete. 


When deleting items in Windows CE, the 
computer will ask you to verify that you want to 
delete the files or folders. To confirm that you 
want to delete the items select Yes, Should you 
chose not to delete these files select No and the 
deletion is cancelled. 


Deleted items are sent to the Recycle Bin 
where they are held until it is ‘emptied.’ This 
allows users to retrieve files that may have been 
deleted by error. However, you must empty the 
Recycle Bin periodically when the files being 
stored within it become too large. When this is 
the case you will be prompted to delete Select 
Files or Empty Now which will permanently 
delete all files 


Rename 


Properties 
Photos —Powerpont 


[Confirm Multiple File Delete 


Wy ‘Are you sure you want to send these 7 hems tothe Recycle Bin? 


IL 


y 


Recycle Bin Maximum Size Reached 


The recycle bin Is currently using more storage space 
than has been reserved for this purpose. tis strongly 
recommended thet you remove some files fromthe 
Recycle Bin at this time, 


Tap Select Files, to open the Recycle Bin at this time, 


‘Tap Empty Now, to permanently delete all recycled 
files. 


[Select Files 


WARNING 


If you delete an item from a Storage Card or a Floppy Disk, it 
is removed completely, and not placed in the recycling bin. 
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Infrared file transfer from I.T. to LT. 


IT Receiving the file 


1) Select My Handheld PC from the desktop. 


2) Open the folder in which you want to store the new file. 


3) From the file menu, select Receive. 


IT Sending the file 


1) Select My Handheld PC from the desktop. 


Favorites 


New Folder . 
Delete 

bi My 
nape Documents 


Properties 
Send To 


2) Select the file or files which you want to send. (Click on it. Hold down Ctrl for highlighting more 


than one file at a time.) 


3) From the File menu, select Send To / Infrared Recipient. 
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Open 
New Folder 


Delete 
Rename 
Properties 


Desktop as Shortcut 
My Documents 


Infrared Recipient 
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“= Printing 
_— . . 
a Connecting a Parallel Printer 
“a 
as 1) Make sure the printer is off. Do not connect the printer cable if the printer power is on. Doing 
y_ so may cause damage to the printer, the DreamWriter® or both. 
and 2) Connect the printer cable to your printer. 
pen 3) Connect the other end of the printer cable to the units’s parallel port. 
— 4) When printing, ensure that the Port entry in the Print Properties box is set to LPT1. 
og = Note: Supported printers are PCL compatible printers. 
= Set to LPT1 
= 
5 
in 
—s 
EZ: 
— . 
es Connecting to an IRDA Printer 
— 
5a 1) Make sure the printer is off. Line the IRDA port of the DreamWriter® LT. up with the IRDA 
eS port of the printer. 
gs 2) From within the application, click on File and select Print to bring up the dialogue box. 
mF 3) When printing, ensure that the Port entry in the Print Properties box is set to IRDA. 
rs 
“i 
rus SettoIRDA[pinte: [Pisa Te] Print Range Orientation 
ww ro — ca] |O* ene 
“a tetra: [ST [| O Berton O Landscape 
—_ Paper Sze: [letter Te] Maren inches) > 
om rine ist: 2" te FF 
me Di goer Bight: fi.25" ‘Bottom: ji" 
2 To Print on a Network 
a Check with your network administrator to get the name for your printer. 
i 1) From within the application, click on File and select Print. 
a 2) Inthe printer dialogue box, ensure that the Port is set to Network. 
ot 3) The Net Path is set to the location and name of your printer queue. 
ae 
—_ 


b 
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Set to Network, Print Range: 
Network 3 |@" © Patat 
Set to Network u fre-weswneT— [Of*eron _||0 
Paper Sze: [latter [=] Martins Gnches) —————— 
Eas tet: 2" to: 
Elcaor pint: [25° otter: [I 


Connecting a Serial Printer 


1) Make sure the printer is off. Do not connect the printer cable if the printer power is on, doing 
so may cause damage to the printer, the Dream Writer® or both. 

2) Connect one end of the connector to the Dream Writer® serial port and the other end to the 
printer. 

3) When printing, ensure that the Port entry in the Print Properties box is set to either COM1: 
57600 or COM1: 9600. 


Note: Refer to the Printer documentation for details on which printing rate (baud rate) the 
printer supports. 


Set to COM1 
Paper Sze: [Letter = = 
Di Draft Mode ee eee 
Bi caer Bont: [25° Bottom: fir 
Printing a Document 


1) Select Print from the File Menu which provides a Print box. 

2) In the Print box, adjust the printer settings by selecting the Printer, Port, Print Range, 
Orientation, Color and Margins. 

3) Click OK. 


Note: Attempting to print to a non-color printer with the Color check-box checked, may result 
in bad quality printing. 


Port Settings 


Printer Settings i 
Net Path 


Paper Size Margin Settings 


Print Quality 


158 NTS Computer Systems Ltd, ©1999 


fi 


AS AARABAALSEL 


e 


! 


ereraranamant 


OW OOOPPEEEERRLE! 


a 
a oe 


rm? 


VN 


dd 


M3 


\ 


AOOPETTT. 


j\ucguwJUUU00 VUUUUUU 


VUVVYOUOVUOHOVUUHUUUUUE 


&eooodawooduag 


Creating a Shortcut on the Desktop 


Shortcuts are used for convenient access to programs that are burried deep inside a number of folders. 
‘When you create a shortcut, the operating system puts an icon on the screen and associates the actual 


location of the file with the icon. 
To create a shortcut 


Double click on My Handheld PC 

Go to the specific file for which you want the shortcut. 
Click on the File menu 

Click on Send To 

Click on Desktop as Shortcut 


Anicon will be placed on the desktop. 


Em Edit View Go Favorites 


Teel xe 


Open 


se F 


email4 emallS 


y Desktop 2s Shortcut 


ReceNe My Documents 
Infrared Recipient 


New Folder N os. x ~ . 

— oo 8 8 

Renae My Program Files Storage Card Temp Temporary 
Documents Lower Internet 

Propertios 


Files 
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Using External Speakers or Headphones 


The LT. features internal speakers, for playing sounds, but to enhance sound playback external headphones 
or Speakers can be attached: 

1) Locate the stereo output jack on the back of your DreamWriter. 

2) Plug the cord of the headphones or speakers into the stereo output jack. 


Note: When the headphones or speaker are connected the DreamWriter's internal speakers are 
automatically turned off. 


Using an External Microphone 


Thel.T. has a built-in microphone for recording sounds, but you can also record sounds by attaching an 
extemal microphone: 

1) Locate the audio input jack on the back of your DreamWriter. 

2) Plug the microphone cord into the audio input jack. 

3) Turn the microphone on, 

4) Open the Voice Recorder program. 


Note: When the external microphone is connected the DreamWriter's internal microphone is 
automatically disabled. 


Voice Recordings 


Torecord and play a recording: 
1) Select the Start button, Programs, Accessories, and Microsoft Voice Recorder. 
2) Select the Record button, You’ll hear a beep when recording begins. 
3) Speak into the microphone (internal or external). 
4) To stop recording, select the Stop button. The new recording appears in the recording list. 
5) To play back a recording, double-click on the desired recording in the list. To pause playback, 
select the Play/Pause button. Select Play/Pause again to resume playback. 


Note: To play all of your recordings, one after another, select the recording you want to play, 
select Control and then Play Sequential. The selected recording will be played sequentially, A 
short beep will sound between recordings. 


Record button Play/Pause button 


Stop button 
oy 


Recording 09/11/99 08:40 14.0: 11016 Main Memory 


Recording2 09/11/99 08:49 14.05 110KB ‘Main Memory 7 
IRecording3 __09/11/99 08:49 20.25 158kB Main Memory = 
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Screen Captures 


To execute a screen capture... 


(i.e. To take a picture of the screen and save it as a graphic) 


Click on Start/ Run. 


On the command line next to Open: type the following: \windows\prtscrn.exe 


The -d15 tells the program to delay 15 seconds before taking the picture. This gives you a chance 
to drop menus and set the screen up the way you want it. 


The myfile.bmp is a filename for the 
picture. The .bmp extension tells the 
type of graphic it is. 


The entire screen will be in the picture. You 
may use editing programs to cut out the parts 
you do not want. The picture can then be 
imported into word processing or publishing 
programs for instructional purposes. 
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Type the name of a program, folder, or 
2 document, and Windows will open it for you, 
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Dialing Out with the LT. 


Setting Dialup Properties 


On the desktop, double click 
on My Handheld PC/ 
Control Panel / Dialing, 


Set the local area code and 

the tone or pulse options. The 
When dialing from catego- 
Ties are only for organizational 


When dialing from: [Home New... || Remove 
Local settings are: |, =] Lame Lames! 
Dialing Patterns... 


The local area code is: [250 
The local country code Is: [1 

O Buse 

TD Disable cal waiting by dialing: x 


Dial using: ~@ Tone! 


purposes. 


Click on Dialing Patterns... 


Set the pattern for Local 
Calls. 

It will bea Gor gto dial only 
thenumber. If you are dialing 
from a phone system where 
you dial 9 to get out, the 
pattern would be 9G. It is 
not necessary to set all the 
pattems if you are not making 
long distance calls to service 
providers. 


Creating a connection 


Click on Start / Programs / 
Communication / Remote 
Networking. 


Double click on the Make 
New Connection icon. 

Set the connection type to 
Dial-Up Connection and give 
itan identifyingname. 


Dialing Patterns [2 Foxy x] 


Edit the dialing pattern for each type of call to change how 
the phone is dialed. 

For Local calls dial: 

For Long Distance calls cial: 

1FG 

For International calls dial: 

1011,EFG 

(E,e = Country Code; F,f = Area Code; G,g = Number) 


‘Select the connection type: 


22 @ DiatUp Connection 


‘Type a name for the connection: 


internet Provider 


Ba © Direct Connection 


<aeck [het] 


Click on the Next button to 
bring up the Make New Dial- 
Up Connection window. 
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Ensure the modem is set to Internal Modem on COM3. 


Click on the Configure 
button to bring up the Device 
Properties window. 


Set the Baud Rate to 
57600. 


Click on the Call Options tab 
and check the settings. Ensure 
that the Cancel the call if 
not connected within option 
is set to 60 seconds or more. 


Click on OK. 


Click on the TCP/IP Set- 
tings... button. 


On the General tab ensure 
that Use Server-assigned 
IP address is checked. Use 
software compression and 
Use IP_header compres- 
sion should also be checked. 


Click on the Name Servers 
tab. Some service providers 
will require you to specify the 
Primary DNS address but 
most will not. Ifan address is 
required, click on the check 
mark opposite Use Server- 
assigned addresses. Other- 
wise, ensure that Use 
Server-assigned address is 
checked. 


Click on OK then click on 
Next. 
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[Use terminal window after 
dialing 


' General [Name Servers | 
2B: 


[Use Sip 
[Use software compression 
[Yj Use IP header compression 


TCP/IP Settings 


Secondary WINS: 
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Enter the phone number of 
your service provider, If you 
will not be dialing long dis- 
tance to reach your service 
provider, click on Force 
Local to ensure that long 
distance calls will not be 
made. 


Click on Finish to complete 
the process, 


Making the call 


Click on Start/ Programs / 
Communication / Remote 
Networking. 


Click on the icon bearing the 
name you gave when you set 
itup (e.g. Connection 2). 


The Dial-Up Connection 
screen appears. Enter the 
information and click on save 
password (unless you want to 
enter it each time). 


The Domain information is 
given to you by your service 
provider. 


Click on Connect to begin 
dali 
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29 ‘My Connection 


Country Area 
ry j250 [555-5555 


Di Force long distance Force jocal 


‘Telephone number: 


2% My Connection 


‘User Name: 
Password: 


Dgmain: 


[gave password 


Note: All the settings you have made will 


be retained by the computer unless you 
“hard reset” the machine. 


NTS Computer Systems Ltd. ©1999 


PRADA? 


TV UCU AA AAAAAAABAASITTVVTTTTT LDL Vda) cRePeRRea age | | 


IN MN AMONMAMAMN AANA RAR ARAN A AAR ARAAAR 


AAANRVATA 


" 


a 

a 

a 

= Setting up Internet Email 
i 

=- = On the desktop, double click on Inbox. From the Services menu, select Options. 
= On The Services Tab 


Click on Add to create a profile called an Installed Service. 


Make the Service type 
; Aone = the Service Optional: 
lame a descriptive name nections IF conecton IR] Romain (Windows NT): 
. that will be easily recognized abe: 
‘ (We'll use “My Email”), POPS Host: [myprovider.com SMTP host for sending mal: 
ser ID: [Myusername 
c. = Click on OK. Password: [Pree |} Retum address: 
73 A Pop3 Mail Service Swe 
Ee) Definition window opens. 
= = Three windows create this 
= definition 
on we = My’ Email Gi 
Tin . 
aoe, Window One: Connection settings 
a Connection can be picked [7 Disconnect service after 
fal = from a connection you have [& Gheck for new mail every [i5 min, 
a already created or you can [& Display @ massage box when new mall arrives 
en create a new one. [7 send using MIME format 
° POP3 Host is the name of 
TT ‘ Paice, d messages p 
—— your internet/email provider's Bian dsoly fon te het B on 
—— mail server. os ean 
= User ID and Password are <Back, L_Bnish 
= given to you by your service 
- provider. I ty Email Inbox Preferences 
= Check Save Password if On connect When downloading full copy — 
< you do not want to enter it bees 
each time. Click on the Next, Ocet ne gees Coie o pl a bin, ‘see Help). 
~ D 5 eb seeietalehahy 
a button. Include feats 
rae Windows Two and Three: 9 om cof emote 
= These windows contain 
a options that can be set to 
=% your preferences. The dia- [speck | text>] [finish] 
4 grams to the right show 
standard settings. 
<> 
= ‘After you have set window 3/3 click on the Finish button to complete this part of the profile. 


, 
Mak 
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The remainder of the tabs permit the setting of options that relate to: 


Compose Tab - replying to 
and sending messages. 


Read Tab - sets user prefer- 
ences after moving, deleting 
or responding to a message. 


Delete Tab - when to perma- 


nently throw out deleted . 

‘ia Add leading character: P 
When sending messages: 

Address Tab - where to (Keep copy of sent mail in Sent folder 

extract email addresses from 

the contact manager. 


Storage Tab - where to store 
attachments that come with 
yourmail. 


x] ee eS 


Subject 


When you have set the 
preferences in these tabs to 
your satisfaction click on OK. 


Once this Installed Service 
has been created, its name 
appears on the Services 
menu. 


If you have more than one profile (e.g. profiles for different mail accounts), you must be off-line to select a 
different profile. You cannot change profiles while logged on to a service. 


To check or send mail 

Services / Connect. When you first connect, the mail is checked. Once connected, the mail is checked 
every X number of minutes as specified in window 2 of My Email General Preferences or every time you 
click on Send/Receive Mail in the Services menu. 


If you need to change any of the settings you have established in an Intalled Service, click on Services / 
Options. When the Options window comes up, select the Installed Service and click on the Properties 
button. 
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Connecting the I.T. to a Network 


To adjust network settings, double click on the My Handheld PC/ Control Panel / Network. 


The Network Configuration 
screen will appear. The 
adapter you choose will 
depend on the type of net- 
work you have. Consult your 
network manager. 


The Identification tab re- 
quires basic information which 
you already have. 


Go back to the Adapter tab 
and click on the Properties 
button. 


If you are running 
DHCP services on 
your network... 


be sure that Obtain an IP 
address via DHCP is se- 
lected, then click on OK. A 
window warning you that the 
changes will take effect the 
next time you start the compu- 
ter will display. Click on OK 
and then click on OK again at 
the Network Configuration 
window. 


To have the DreamWriter® 
start up with the new adapter, 
hold down the power switch 
for 5 seconds. When the 
screen turns off, release the 
button and the computer will 
start up again (“Warm Boot”). 
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Adapters | Identification | _ 


sts the adapters installed on 
your computer. Click an 
adapter to view or charge It's 
properties. 

An adapter is the hardware 
device that physically connects 
your computer to the 
network. 


Internal Ethernet ¢ 
INE2000 Compatible tthemet Driver 
PROXIM Ethernet Driver 


INetwork Configuration 


The system uses these 
credentials to access remate 
network resources, If these 
credentials fail you wil be 
prompted for a naw set of 
credentials to access the 
network resource, 


Imyusername 


User Name: 
Password: Ree 
Domain: 


——— 


‘Internal Ethernet Connection’ Settings foxy x 
An IP address can be bi address via DHCP, 
automatically assigned to this ® a 
computer, If your network © Specify an IP address 
Goes not automatically as819 is a etrece: 
IP addresses, ask your network 1 S00"25: 
administrator for an address, Subnet Mask: 
and then type It inthe space 
provided Default Gateway: 
167 


Ifyou are not using DHCP services on your network... 


Seles Spey nIPade reer eer rer AT] 


given to you by yournetwork | IP Address | Name Servers el Wa 


icistator, (Themibnet An IP address can be © Obtain an IP address via DHCP 
: scan fain an IP address: 
maskis usually automaticaly assigned to this 
255.255.255.0) computer. If your network  @ Specify an IP address 


111.222.111.123 
Depending on your network administrator for an address, [255.255.255. | 
you may also have to specify and then type it in the space Subnet ase ep. 5B 
the Primary DNS. Your pokin Daraitt Gateway: 
network administrator will 
know whether or not this is 
necessary. 


[IP Address | Name Servers | 


When you have entered the aa — = 
necessary information, click | Name server addresses may be Primary DNS: 192.168, 50. 
on OK. A window warming automatically assigned if DHCP ——+\*——S 


; is enabled on ths adapter. Secondary DNS: 
you that the changes will take You can specify additional Primary WINS: 


effect the next time you start WINS or DNS resolvers in the 

the computer will display. space provided Secondary WINS; 
Click on OK and then click 

on OK again at the Network 

Configuration window, 


To have the Dream Writer® start up with the new adapter, hold down the power switch for 5 seconds. 
When the screen turns off, release the button and the computer will start up again (“Warm Boot”). 


To Log on to the Network... 


Databases My Program Files Storey 


Temp 
Panel Documents Lower 


Temporary Windows 
Internet 


Files 


On the desktop, double click on the My Handheld PC icon. 
The window opens. Put the name of the server preceeded by two back slashes (\\) on the address line. This 
information will be remembered. The next time you log on, click on the down arrow at the far right of the 
address line to display the addresses and click on the desired address. 
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== 

= Microsoft ActiveSync® 3.0 and 
ot Communications with a PC 
oe Before communications with a PC can be established, the following conditions must be met: 


a) Ifyou are using Infrared: 
The IR software must be properly installed on the PC and it must be active. 
On the Dream Writer I.T. click on My Handheld PC / Control Panel / Communications. 
From the Communications Properties dialogue box, select the PC Connection tab and 


; = ensure that the ‘Connect Using’ settings are ‘Infrared Port’. 
> 
"eas b) Ifyou are using a serial cable: 
. ee Connect the serial cable from the serial port on the Dreamwriter to the serial port on the PC. 
“ae On the DreamWriter L.T. click on My Handheld PC / Control Panel / Communications. 
‘ ie From the Communications Properties dialogue box, select the PC Connection tab and ensure 
oS that the ‘Connect Using’ settings are ‘Serial Port @ 19200’. 
a 
a, c) Microsoft ActiveSync® 3.0 must be properly installed on the PC. This allows a Windows 95/ 
a 98/NT machine to communicate with a Windows CE machine. When you install ActiveSync, 
a accept the defaults. 
aS 
ater) 
ad = ActiveSync Setup on the PC 
xt) 
a am Once you have installed ActiveSync, the screen to 
- aa = the right appears. You can also double click on the re Oplions 
aire Microsoft ActiveSync icon on your desktopto bring || No partnerships e) 
5 up this screen. In this “Partnership” window, Click || wot connected 
ey on File/Get Connected. | 
“5 | 
= Atthesametime, on the DreamWriter LT. clickon |] 
oo) Start / Programs / Communications / PC Link. lnfomaton Type _|_Status 
= This starts the communication on the DreamWriter. 
= ActiveSync will now check all your com ports and 
| make the link automatically! 
—_2 
_ 5 
—-5 
i 5 
ee) 
——— 
=e 
aw) 
7 
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Once the two units have established communica- 
tions, you will see the Partnership Wizard. Youmay 
establish a partnership which will allow you to 
synchronize the appointements, tasks, and calendars 
or you may simply connect as a guest and transfer 
files back and forth from one computer to the other. 


Make your decision by clicking on the appropriate 
button. Choose Yes if you want to synchronize data 
and choose No if you do not want to synchronize 
data but simply exchange information from computer 
to computer, 


Ifyou choose to synchronize you will be prompted 
to decide which applications you want synchronized. 


Once you have set these options, ActiveSync will 
automatically sense the partnership and establish all 
the connections without you having to set all the 
options. 
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Set Up 2 Partnership 


Bele you can crore rdamaton between yur 
‘mabe Gavi ecb coon, you mu a UP 8 
Tomine tances Per 


Wed youl ttt up apatrentio? 


Beare you can onctrnce romain btwn yur 
reble device ard cout, you rua st 8 
Patra between er 


Wed youlia ost apart? 
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Setting up the Citrix ICA Client (Optional) 


The ICA client will allow you to connect to other networks and use the applications available on those 
networks, The software in embedded in the DreamWriter® ROM but requires setup as follows: 


than 15 characters, 


C Accessories » 

re Fy Activesync 
Cicames » 

_ From the Start menu click on Pro- (el Fvortes re reerees >) Bec unk 

- grams /Communication /ICA Sopaenes +] NTE ena Gada tnenete eterna 

5. Thin Client. setts: + = 

"ip Ou 5 Pocket Outlook » 

- The Client Name dialogue box A Dinu... pacakt ree : 

a = 

So @) Suspend ‘Load Floppy 

= Start S) windows Explorer 

=I 

=| 

— appears and you are required to 

ad identify your DreamWriter® with a The Citrix Server will need a unique Client Name for this cient 

— uniquename. Click on OK. to identify its printers. Please enter a unique name of no more 

— 

— 


jsUuUL 


Unique Client Name: [owes 


ak The ICA Client window appears and 
ea now we begin the process of setting 
= up an icon that represents the par- 
= ticular network we will be accessing. ree 
iy From the Ei lick on New. ms aj 
~~ ‘rom the Entry menu, click on New. Delete 
= Properties... 
“a 2 Create Shortcut 
I Connect 
—_ = 
oe Eat 
ae 
a 
re 
ms NTS Computer Systems Ltd. ©1999 171 


The Specify Connection Type box 
appears. If you are connecting viaa 
network, specify so by clicking on 
the button opposite Network Con- 
nection. Once you have chosen your 
connection type, click on Next. 


The program will then begin a search 
foraserver. The message “Search- 
ing for Citrix servers...” appears over 
top of this box. Ifservers are found, 
their addresses will be collected and 
you will be presented with a list of 
their names or addresses. Ifno 
server is found (this is typical), the 
message on theright will be dis- 
played. Click on OK. 


A message box entitled Select a 
Citrix Server or Published Applica- 
tion will appear. Click on the 
Server Location button in that box. 
A Server Location box will appear 
over top as illustrated to the right. 
Click on the Add button to adda 
server address to the list. 


Another box entitled Add Server 
Address will be superimposed over 
the other two boxes. Get the ad- 
dress of the server you will contact 
and put it in the entry field. Click on 
OK. 


The Add Server Address box will 
disappear and the new address will 
show in the Server Location box. 
Click on the OK to accept the new 
address. 
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‘Choose a connection type for the remote application 


@® Network Connection 
‘© Diat-In Connection 


ICA CE Settings 


No Gitrix servers were found on the local network, You may have to set 


a server location address. 


Enter in a new Citrix server 
198.85.83.34] 
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mt box. Enter the address in the field as Opecaree_O patie pen —_ Cirix Server Published Application 
= indicated in the diagram to theright. 1 98,85.83. Coase pies oka _ 
-_ Click on Next. 
—= (eres 
al 
i The Specify Logon Information box 
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The server address must also be 
entered in the Select a Citrix Server... 


appears next. This information can 
be specified now for instant logon or 
can be left blank so that alogon 
screen appears each time you try to 
access the site. If more than one 
student is using the computer and the 


logon and itis important for each Connecting to the remote application, - 
student to log on using their own. Username: oa 
account, leave this blank. Ifanyone password | 

using this machine is permitted to log i 

on, it will save some timeto complete | Domain: St 


this form now. When youare done, 
click on the Next button. 


The Compression, Cache, and Sound 
box enable you to set some param- 
eters that will influence the speed of 
your connection. Compressing the 
data and using low or medium sound 
quality, reduces the amount of data 


that must be exchanged and therefore C) cathe 
makes the connection faster. When [M1 Enable Sound 
you have set your options, click on Sound Quality: 


the Next button. 


Finally, the Select a Title for the ICA 
Connection box appears. Give this 
connection aname. That name will 
appear under the icon that is created 
on your desktop. Check the Create 
aShortcut... box. This will create an 
icon on your desktop and give it the 
name specified, Click on Finish. 


To connect to this new service, 
simply click on the icon created on 
the desktop, enter a name and pass- 
word when and if prompted. You are 
ready to go! 
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Select a Citrix Server or Published Application 
‘Select a Citrix server from the ist or type in a server name. 


You can change your server location settings veneers clicking Server Location. 


Primary Citrix server: 198.85,63.34 [Server Location... 


<Back [ Next > ia Cancel Help 


Specify Logon Information 
If desired, you can specify logon information to be used when 


Note: If the application is an anonymous published application, any logon 
Information that you specify here is ignored. 


et] 


Compression, Cathe, and Sound 


[MY compress Data Stroam 


rc 


<Back _ | 


Next > 


Select a Title for the ICA Connection 


Select a title for the ICA connection, This title will appear on the 
application window title bar and will also be the name of the 
connection appearing in the Remote Application Manager 


[My ICA Client 


{© Create a shortcut to this ICA connection on the Desktor 
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Battery Maintenance a 

el 

Batteries should be charged before you first use your unit. “a 
Caution: For your own safety, never use a charger or battery pack that has not been approved by NTS, Se 
and never modify the charger or battery pack. al 
Optimizing Battery Life a 
— 

To extend your batteries to life as long as possible — at 
Under normal conditions, you can get many hours of use from a single charge. The battery pack is good for = 
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several hundred charges before a decrease in capacity will be noticed. Here are a few tips to help you get 
themost from them: 


Use external power whenever possible 
Use the AC adapter to plug your DreamWriter® into external power, especially when: 
- Establishing a dial-up connection (modems use a lot of power). 
- Reducing screen brightness also helps battery life and can be accessed under ‘LCD & Monitor’ 
control panel. 
- Using a compact flash card or other peripheral. 


Set the DreamWriter® to turn off when idling 
While on battery power, your DreamWriter® automatically tums off, or suspends operation, if you haven’t 
touched the keyboard or used the touchpad for three to five minutes. 


Turn off sounds you don’t need 
By default, the device produces sounds in response to a number of events, such as warnings, appointments, 
and hardware-button presses. To optimize battery life, tum off any sounds you don’t need. Select Start, 
Settings, Control Panel, and then Volume & Sounds. 


If you are planning to use your DreamWriter® on battery power alone, for example ona field trip where 
adapter power is not readily available, we recommend using the following procedure to refresh your batter- 
ies and deliver the maximum possible charge: 


SPELECLELRERLDED 


Run the batteries down to the point where battery level is ‘Critical’ and the DreamWriter® shuts itself off. 
- Plugin extemal power adapter or return to a Rol-A-Lab®, and allow a full 3 hour fast charge. 
- Leave attached to external power and allow the trickle charge to continue overnight, or remove 
and reapply external power to deliver a second fast charge. 
- The increase from using this procedure is especially noticeable if the batteries are normally only 
used for a few hours before recharging. 


Note: When batteries are low, you will see a battery icon in the taskbar. 
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Installing or Replacing Batteries 


1) Remove the battery compartment cover by pressing the two lock tabs towards the center, then 


2) Lift the old battery gently until it clears the compartment and you can see the wire hamess at one 
end. 


3) Grip the plastic connector of the wire hamess and rock gently while pulling upwards until the 
snap-lock releases. The battery is now free. 


4) Line up the new battery’s connector with the six exposed connector pins in the compartment. 
The locking ramp on the connector faces the end of the compartment. 


5) Press the connector down until the snap-lock engages. If it does not connect easily, you may 
have to turn it around to get the locking ramp on the correct side. 


6) Place the new battery into the compartment, between the connector and the far end of the 
compartment. 


7) Replace the battery compartment cover. Insert the three rigid tabs first, then press down until 
both lock tabs snap into place. Press directly on the lock tabs for the most secure fit. 


8) Dispose of battery pack when it is no longer usable. 
Caution: Never dispose of the battery pack in a fire or never heat the battery pack. Doing so 


may melt the insulation, damage the gas release vents or protective devices, ignite hydrogen 
gas, cause leakage of battery fluid (electrolyte), heat generation, bursting and fire. 


Eceens 


Battery Pack Installed 
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Checking Battery Power 


1) Double click on My Handheld PC, then double click on Control Panel. 
2) Double click on the Power icon, and then select the Battery Status tab. 


The Power Source section of the Battery Status tab shows whether the DreamWriter® is powered by 
battery or external power. The Battery section of the Battery Status tab provides information on the 
status of the main battery. 


Note: The amount of useful operating time remaining varies depending on battery type and the 
way in which the DreamWriter® is used. 


Powered by 
Battery Pack 


Status of Battery 
Pack 


Connected to External 
Power Supply 


Battery Charging 


Auto Power Off 


Setting the DreamWriter® LT. to tum off when idle: o 
1) Double click on My Handheld PC, then | sgicyaie| row a] 


double click on Control Panel. ‘ius dc eesti pba ooo: 
Q sss “ee 
2) Double click on the Power icon, and then = 
select the Power Off tab. feces 


Suspend after [B07 T=] ot contruous Ho tine, 


3) Select desired options for suspending 
operation when the computer is not in use. 
The Default Power Off time is set to 10 min. of continuous idle time. 


Note: Suspending operation will help conserve batteries. 
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Adjusting RAM Allocation 


Jid4d dd 
jduddut 


= The default setting for RAM allocation is 8 megs of storage memory and 8 megs of program memory. This, 
3 however, can be adjusted to your preferences. 
4 Adjusting RAM Memory Allocation: 
= 3 1) Double click on My Handheld PC, then double click on Control Panel. 
= 2) Open the System icon. 
=) 
a =9 3) Inthe Memory tab, move the slider to allocate more memory for either programs or storage. If 
a = you don’t have enough space for a file, increase the amount of storage memory. If your 
a 5 DreamWriter® is running slowly, try increasing the amount of program memory. 
oe 
ic, 4 4) The Device, System, Applications and About tabs provide general information about the 
hardware and software configurations on your DreamWriter. 
— 
2 
oe) 
os Properties 
= 
=a Moye sider to the left for more memory to run programs. Move 
a the right for more storage room. Only unused RAM can be adjusted, 
sad . E Program 
— 
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Task Manager, Power Button Reset 
or Hard Reset? 


Task Manager... 
Use this option if your unit freezes. Press the Ctrl, Alt and Delete keys simultaneously. If this option fails, 
you will have to perform a Power Button Reset. 


Power Button Reset 
Press and hold the off/on button for 5 seconds. When the screen blacks out, release the button. 


Use this method when: 
a) Software has quit operating and will not respond to commands or the touchpad. 


b) Youhave made changes to IP settings. 
c) You have made changes to Network Configuration settings. 
d) Youhave changed the keyboard to another language. 


Hard Reset 
Usea straightened paper clip to press through the hole in the center of the memory module compartment 


cover. This will press the reset button. 


Use this method when: 
All other methods have been exhausted. 


Warning! 


Hard Reset will delete any software 
that is not embedded (i.e. Any 
software stored on RAM will be 
deleted. This includes files and 
programs.) The unit will have only 
the software that was originally 
installed by the manufacturer. Time 
and date will need to be adjusted 
after a reset. 
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Additional Software on the 
DreamWriter® I.T. ROM 


NTS Graphing Calculator 
The NTS Graphing Calculator is a full 
feature graphing calculator with a scien- 
tific and statistical capability. This scien- 
tific calculator has decimal logic and 
complex math modes and permits a wide 
range of mathematical calculations includ- 
ing fractions, percents and logs. It 
alsoprovides a wide range of mathemati- 
cal conversions. It allows the user to plot 
full colour line, bar and pie graphs of 
multi column data and mathematical functions. These graphs can be plotted in multiple overlays. This 
software is provided on the DreamWriter® I.T. and a detailled manual is available through NTS Computer 
Systems Ltd. or from the NTS website. 


Sensing Science 

The Sensing Science software is designed 
for the DreamWriter® Ecolog and the 
DreamWriter® Timer. These devices are 
dataloggers for logging and storing 
information which is collected through the 
various sensors. The DreamWriter® 
Ecolog contains five intemal sensors 
(sound, light, barometric pressure, tem- 
perature and relative humidity) and can 
log data in real time and remote modes. 
The DreamWriter® Timer measures time 
intervals (time, velocity, acceleration) and can log in real time or remotely. The dataloggers can be con- 
nected to the DreamWriter® for graphing and analysis of the data. This hardware and the corresponding, 
manuals is available throught NTS Com- 

puter Systems Ltd. 


Accessories 

‘The Accessories menu contains a Calcu- 
lator, an Image Viewer for browsing 
pictures, an additional word processor 
called InkWriter and a Pocket Word 
Count Utility that counts the number of 
words used in an open document. 
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Changing the ROM Module 


The ROM card on the DreamWriter® LT. contains the chip with the embedded software and the RAM chip 
that stores any files you may have installed or saved to the I.T. If you are replacing or upgrading the ROM, 
ensure that any data or applications you have saved on your device are backed up. 


CLL A LDA ddd keh eebih 


Caution: This is a static sensitive device. Before handling a memory module, ensure 
that you are grounded by using a static strap etc. Static electricity can cause severe 
damage to both the memory module and the unit. 


1. Makesure your unit is powered off and there are no cables connected. Installing a memory 
module with the unit's power on 
may cause damage to the unit, 
module or both. 


2. Tum the unit upside down. 
3, Remove the battery pack. 


4. On the memory module 
compartment cover, unscrew the 
two screws. Lift the memory 
module compartment cover. 


5. You will notice the (OSEXP) 
ROM module installed on the 
right side of the compartment. Hold the module on both sides with your finger tips and gently pry 
the board up. The board will release from the slots. 

6. Toreplace the new module, insert it into the slot connectors and press down lightly. The 
memory module can only be inserted one way. (If the module is tumed the right way, the printing on 
the module board should be oriented the same way as the printing on the main board.) 

7. Replace memory module compartment cover and tighten the screws. 


8. Reinstall the battery pack. 


9. Power on your unit. 
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Glossary 


AC adapter: A connector that provides external power 
(not battery power) to your device. See your device 
manufacturer's documentation for information about 
installation and use, 


ActiveSync: A component of Windows CE Services that 
manages data synchronization between your device and 
desktop computer when you are working remotely. You 
can specify the type of data you want to 

synchronize. 


Application Manager: The Windows CE Services 
feature that enables you to add and remove software on 
your device, In the Mobile Devices window, click Tools 
and then click Application Manager. 


Appointment: An entry in Calendar, 
Attachment: An item included with an e-mail message. 


Backup File: A duplicate copy of the program data on 
your device. This file does not include settings and 
information stored in ROM, such as factory-installed 
software. Use your backup file to return your device to 
its previous state if your device data is damaged or 
destroyed, or if you have performed a hard reset. 


Baud Rate: the speed at which a modem transmits data, 
COM Port: See communications port. 


Command Bar: The combination toolbar and menu bar 
used in Windows CE. 


Communications Port: A serial communications port 
used to connect equipment, such as mobile devices, 
modems, and printers. 


Compact Flash Card: A modem, network, or storage 
card that you plug into your device. 


Connection: The ability to interact with another device, 
computer, or the Internet by means of a serial, IR, 
Ethernet, or dial-up connection, 


Data: Information that is stored in any of your Windows 
CE program files. 
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Dial-Up Connection: A connection between your device 
and a remote computer by means of a modem. You can 
connect to an ISP, a network, or a modem attached to a 
PC. 


Direct Connection: A connection between your device 
and another computer by means of a serial cable or IR 
ports, 


Download: The process of transferring data from your 
desktop computer to your device. 


E-Mail: Messages and other items that you send and 
receive with Inbox. 


Explorer Window: The window that appears when you 
double-click a device icon in the Mobile Devices win- 
dow. In the Explorer window, which is part of Windows 
CE Services, you can view and copy files between your 
device and your desktop computer. 


File Conversion: The process of converting Windows- 
compatible files on your desktop computer to Windows 
CE-compatible files on your device, and vice-versa. 


Full Reset: see reset, 


IMAP4: (Internet Message Access Protocol) An e-mail 
protocol supported by some mail servers. When using 
IMAP4, the folders you create on your desktop computer 
or device are mirrored on the mail server so that the 
contents of the folders are available from any 

computer with access to your mail server, 


Inbox Synchronization: A feature in Windows CE 
Services that enables you to synchronize mail between 
your device and desktop computer. Your computer must 
be on and running Microsoft Exchange 5.5 or Outlook 
97/98. 


Inbox Transfer: A feature in Microsoft Outlook and 
Microsoft Exchange that enables you to transfer specific 
e-mail messages between your device and desktop 
computer. 


Internet Connection: A communications method used to 
establish a link between your device and a server that 
provides access to the intemet, typically, an Internet 
service provider. 
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Internet Service Provider (ISP): A company that 
provides access to the Internet. 

Intranet: A network designed for information sharing 
within a company or organization. 


IR (infrared) Connection: A connection between your 
device and another computer or device (such as a printer) 
by means of the Infrared. 


LED (light emitting diode): Indicator Panel lights to 
show current state of unit, 


Local Folder: A folder that is available only from the 
location in which it was created, In POP3, any folder you 
create on the device is a local folder, and any messages it 
contains can only be viewed from the device. 


Message Header: A line of summary information, such 
as sender and subject, for an e-mail message. 


Mobile Device: A computer that runs Microsoft Win- 
dows CE, 


Mobile Devices Folder: The folder on the desktop 
computer that contains the Windows CE Services 
components, 


My Documents Folder: The folder that stores files you 
create on your device, You can view the contents of this 
folder in the Explorer window in Windows CE Services. 


Network Connection: A connection between your 
device and a network. 


Offline Folder: When using IMAP4, a folder that 
contains messages that are available when working 
online or offline. 


Partnership: The process for establishing a connection 
between your desktop computer and your device for the 
purpose of synchronizing and transferring data. Your 
device can have partnerships with up to two desktop 
computers. 


PC Card: A removable card, such as modem, Ethernet, 
or storage card, that conforms to the PCMCIA specifica- 
tion, 


PC Link: The program on your device that you use to 
connect and synchronize with your desktop computer 
when using a serial cable or IR. 


POP3: (Post Office Protocol) An e-mail protocol 
supported by most mail servers. 
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Port Settings: The settings used to configure a commu- 
nications port on a computer. 


PPP: (Point-to-Point Protocol) The protocol that your 
device uses to communicate with your Intemet service 
provider's network server. 


RAS (Remote Access Service) Account: A network 
account that enables your device to remotely access your 
corporate network. 


Remote Connection: A connection between your device 
and a remote computer. You make a remote connection 
by using a modem. 


Remote Networking: The Windows CE folder where 
you establish a dial-up connection between a mobile 
device and a remote computer. 


Restore: To retum your device to the state it was in 
when it was backed up. This involves copying your 
backup data to your device. 


Serial Cable: A cable which is used to connect your 
device to your desktop computer. 


Serial Connection: A connection between your device 
and a desktop computer or external modem by means of 
a serial cable, 


Slider: The vertical double bar on the command bar used 
to switch between displaying toolbar buttons and menu 
names, 


SQL Procedure (Structured Query Language): is the 
computer language Pocket Access uses to compute 
search and filter requests. 


Synchronization: The process of comparing the data on 
your device with the corresponding data on your desktop 
computer and updating either computer with the most, 
up-to-date data. 


Synchronization Service: A service in Windows CE 
Services that allows for synchronization of specific items 
between the device and desktop computer. You can 
synchronize appointments, contacts, tasks, e-mail 
messages, and files. 


TCPMP: (Transmission Control Protocol/Intemet 
Protocol) The protocol that your device uses to commu- 
nicate remotely. 


Toolbar: A bar at the top of the screen that contains 
buttons that perform specific tasks. 
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a URL (Universal Resource Locator) Address: To view 
= Web pages on the Internet or an intranet, type a URL in 
= the Address box in Pocket Internet Explorer. 
= Windows CE Services: The desktop computer program 
= used to synchronize, transfer, and manage data and files 


between your device and desktop computer. You open 
Windows CE Services by double-clicking the Mobile 
Devices folder. 
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AC Adapter 10 
Connecting 12 

ActiveSyno® 3.0 169 

Adding a favorite: 133 

Adjusting the size of Cells 59 

Alert 10 

Alignment 35, 58 

Audio Input 11 

Audio Input Jack 10, 11 

Auto-Filter 70 


B 


Back Panel Icons 11 
Background image 145 
Backlight Settings 145 
Battery 
Charging 12 
Battery Charging 10 
Battery Maintenance 174 
Battery Power, checking 176 
Blanking acell 55 
Browsing the Internet: 133 
Bullets 36 
Buttons 
Floppy Disk Drive Eject 10 
PCMCIA Slot Eject 10 


Cc 


Caching 132 
Calculator 179 
Calendar 93, 96 
Caps Lock 10 


Changing part of the contents of a cell 55 


Changing the contents of a cell 55 
Changing the ROM 180 

Charging 12 

Charging Icon 10 

Charging the Battery Pack 12 
Charging with a Rol-A-Lab 12 

Citrix ICA Client 171 

Clipart with Pocket Word 42 
Clipboard 29 

Color 28, 35, 53 

Color scheme 146 

‘Communication Properties 18 
Connecting the I.T. toa Network 167 
Contacts 93, 104 


Contrast and Brightness, adjusting with the keyboa 13 


Control Panel 18 
Cookies 132 
Copy 29, 66 
Copying Files and Folders 152 


184 


Index 


Copying part ofa picture 118, 119 
Correcting a formula 56 

Creating custom colors 117 
Creating Your Own Database 80 
Custom Dictionary 33 

Cut 29, 66 

Cuv/Paste Data 67 


D 


Database Screen 89 
Database View 89 
Database Vocabulary 75 
Datalogging 179 
Datasheet Screen 89 
Datasheet View 91 
DC Power 11 
Delete cells 59 
Deleting Files and Folders 154 
Design Screen 89 
Design View 90 
Dialing Out with the LT. 162 
Dialing Properties 18 
Dialup Properties 162 
Display 

Backlight Settings 145 
Display Latch 9 
Display Properties 18, 145 
Draft Mode 28, 53 
Drawing aline 116 
Drawing arectangle 117 
Drawing an ellipse 116 
DreamWriter LT. back view 11 
Dream Writer .T. bottom view 10 
DreamWriter LT. front view 9 
DreamWriter I.T. side view 10 
DreamWriter I.T. Specifications 142 


E 


Editing Features 39 
Editing the Worksheet 55 
Entering Data 83 

Erasing anarea 118 
Ethernet Connector 10, 11 
Extemal Power Supply 10 
External Speakers 160 


F 


Favorites Menu 17 
Fill 66 

Filling an area with color 117 
Filtering 84 

Find and Replace 39, 56 
Floppy Disk Drive 149, 150 
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Font 34 

Font (Color) 58 

Font (Fill) 58 

Font (Style) 58 

Font Size 34 

Font Sizes 22 

Font Style 35 

Fonts, adding 41 
Formatting Techniques 34 
Formatting the Worksheet 57 
Full Screen 41 

Function Lock 10 


G 


Glossary 180 
Goto menu item 65 


H 


Hanging Indent 36 
Headphones 160 

Hiding and Unhiding cells 60 
I 


ICA Client 171 
Icons 10 
Indicator Panel 10 
Image Viewer 179 
Inbox 93, 94 
Indenting 35 
Indexing 84 
Indicator Panel 9 
Indicator Panel Icons 10 
Infrared file transfer from LT. to LT. 156 
Insert Cells 59 
Insert Function 70 
Insert Symbol 59 
Insert Symbols 36 
Installing or Replacing Batteries 175 
Internal Microphone 9 
Internet Email 165 
Internet Explorer 129 
IRDA (Infrared) Port 10 
IRDA Printer 157 


J 
JETCET PRINT Properties 19 
K 


Keyboard 9, 14 
Adjusting Contrast and brightness 13 
Function Keys 14 

Keyboard Layout 19 

Keyboard Properties 19 

Keyboard Shortcuts 15, 31, 72 

Keyboard, using the 14 

Keyword Searches 136 
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Landscape printing 54 
Languages 19 

LCD Screen 9 

Lock the sheet 60 

Lock the titles on the screen 60 


Memory 
RAMMemory Allocation 177 
Microphone 160 
Internal Microphone 9 
Microsoft ActiveSync® 3.0 169 
Modem 
Modem Connector 10, 11 
Monitor or Projector, connecting toa 147 
Mouse Properties 19 
Multi-level Undo 56 
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‘Name location 63 

Named cell 65 

‘Naming Cells 65 

Navigating the Worksheet with Shortcuts 65 
Net Pat 28 

Net Path 53 

Network Printing 157 
Network Properties 19 

NTS Graphing Calculator 179 
‘Numbered lists 36 

Numbers 58 
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Optimizing Battery Life 174 
Orientation 29, 54 

Outline Feature 37 

Owner Properties 19 
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Paper Size 28, 53 

Parallel Port 11 

Parallel Printer 157 

Password Properties 19 

Password Protection 40, 69 
Password, setting a 148 

Paste 29, 66 

PCMCIA Slots, Using the 151 
Pocket Access 75 

Pocket Excel 43 

Pocket Excel, Advanced Features 69 
Pocket Excel, Changing the View 60 


185 


Pocket Excel, Entering Data 46 
Pocket Outlook in the Classroom 93 
Pocket Paint 115 
Pocket Powerpoint 109 
Pocket Word 21 
Pocket Word Count 42, 179 
Pocket Word, Saving 23 
PocketJet II Properties 20 
Power 176 
Battery 176 
Icons 10 
Powering On 13 
Power Button 9 
Power Properties 20 
Print Area 54 
Print Range 28, 54 
Printing 157 
Printing from the Dream Writer I.T. 26 


Printing selections in the Print dialog box 28 


Printing the Worksheet 52 

Printing using a parallel cable 27, 53 
Printing using the IR Port 52 
Printing using the IR port 27 
Printing Your Database Table 87 
PS/2 Port 11 
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RAM Memory Allocation, adjusting 177 
Recent Files List 41 

Recording Voice 160 

Regional Settings Properties 20 
Remove Programs 20 

Remove Programs Properties 20 

Reset 178 

ROM Change 180 


Ss 


Safe Operating 8 
Saving the Workbook 48, 61 
Screen Captures 161 

Scroll Bars 41 

Search Engines 136 
Searching the Intemnet 135 
Security Settings 132 

Send an email message 107 
Sensing Science 179 

Serial Port 10, 11 

Serial Printer 158 

Shortcut, Creating one 159 
Simple Formula 48 

Simple Function 50 

Sorting 84 

Speakers 9, 160 
Specifications 142 

Spell Check 31 

Split windows 61 
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SQL 86 
Start Menu 16 

Start Menu, using the 16 
Stereo Output 11 

Stereo Output Jack 10, 11 
‘System Properties 20 
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Tabs 35 
Task Manager 101 
Taskbar 16 
Taskbar, using the 16 
Tasks 93 
Templates 36 
Three Views of Pocket Access 76 
Tool Bar 30, 71 
Tool Buttons 30, 71 
Tool Tips 30 
Toolbar Buttons 17 
Trackpad 9 

Using 14 
TrackPad Sensitivity 20 
Type location 63 
Typing text 117 
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Underline 35 
Undo and Redo 39 
URL 129 
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VGA Port 11 
Viewing an Existing Database 77 
Voice Recorder 

Record and play a recording 160 
Volume & Sounds Properties 20 


Ww 


Windows Explorer 16 
Windows Explorer File Menu 17 
‘Windows Explorer GoMenu 17 
Word Count 42, 179 


Workbooks and Worksheets, managing 64 


World Clock Properties 20 
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Zoom 35 
Zooming in or out of a picture 119 
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